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ABSTRACT ... - 

This listing of federally produced . curricul 
instructional materials fcr business and offic€j.education i 

'eight annotated, bibliographies that provide information for 
vocational educators at the secondary , postsecondary , and a 

-levtels. Introdufctory. information given includes a descripti 
to use'the listing and sources and order in'g* informa'^tion.' Th 
remainder pf the guide is comprised of citations olf printed 
audiovisual materials in the following subject areas: gener 
references, accounting and bookke^pin'g,\ da^ta programming an 
analysis,, receptionist and other business communication, bu 
law, general office/typing:' and related secretarial and word 
processing, banking and finance, personnel and training, pro 
of fice management "and budget analysis. Also Included are se 
containing general . vocational education materials and caree 
education materials. The basic ^format for each entry is com 
three sections: (1) 'bibliocfra.phical^information, listing' th 
publication , number, type of' material, pers'onal authpr, fede 
sponsor, publisher^ publication date, number of pages, and 
(2) a source code, which -gives the federal organization fro 
the material can be o^rdered;"^ and (3V ati annotation or expla 
notes describing the use and intended users o\f- the^material 
fo.rm is ajJpended. (LRA) ' ^ , 
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* Bfeprodqctions supplied by EDRS are the-^est that can be m^de *" 

* ^ from the original document, * 
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INTRODUCTION 



Each year the Federal Government prepares and releaseis thousands .of quality publications. Human Resources 
Management surveyed this vast resource^;o identify, review and annotate matetials developed since 1975 which are 
suitable for use by vocational educatio^n teachers. Thes?materials ar^ cited in eight separ^e volumes which are listed on 
;the inside (jover of this booklet. I n addition to the traditional vocational education program areas, efforts were made to 
Joqate and annotate materials for use with the handicapped, disadvantaged, older Americans, displaced homemakers, 
iyouth and clientele of CETA programs. AlsoTfeeneral references for vocational and career education are included in each 
!j>ooklet. While these listi;igs are by no means exhaustive, the materials are representative of both print and nonprint 
imatdrials which can be obtained free or for a nominal charge from federal organizations. Every at^tempt possible has been 
maae to ensure that the organisational names are the latest and most accurate. However, materials from the former U,S. 
Department of Health, Education and^Welfare (HEW) were developed and.^nnotated prior to the recent division of the 
Department into the Department of Health and Human Resources and the new Department of Education. Thus, the old 
nariie HEW has been used. 
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^ince this bibliography vva? 
may wish to write the sou" 



r ;j i. ma*' have been discontinued or have price increases. You 
.^d in::j natlor before placing an order with payment.] ^ ( ^ 
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HOW to USE THIS LISTING 

Materials selected for inclusion in this, booklet have been placed under the subject headings as given in the table of 
contents. The basic format used . for each tide entry is composed of three sections: / 

• • bibliographical information listing the title, publication number, type of material, personal author, 

•federal sponsor, publisher, pubucation date, number of pages, and the price ' • 

• a source code which^gives th'e federal organization from which the material can be ordered and the 
appropriate stock or order number or letters ' , *' ' 

- • an annotation or explanatorv notes giving the use and intended users of the nia-::;nal.^ . 

The same format has been used in citing boch printed and audiovisual materials. In cases where;!, series I)as eer. cited, 
the Title of the series and other information co/nmon to,aU its volumes are contained in the biolic raphicai i::iornna' . 3n 
section. Following the souj^ce section, individual entries for each of the volurrrcs are listed. 

The examples below detail the various comporjents of an individual entry and an entry for a serit^ 




INDIVIDUAL ENTrI' 



JOGRAPHICAL 
^RMATION 



TITLE 

/ 



PUBLICATION NUMBER 



/ 



RIAL 



? .RCE 
ANWOTAT*: 



-PAGINATIO?! 



CLEAN W -.TER. PublicatitJn No. 39. ^>ooklei. 
Elaine Wes:.. Environmental Protection igencv 
' Cjffice of Public Awareness. Governmen: Printing 
Jmce^l97-. 30pp. S2.00.ea. -« — — pmcs 

^ 3P0 S N 000-002-012 

This booklet is about the dairy .products industry* and 
water pollution. li discusses pollution control 
and what the industry miist do to ktJep frOm 
polluting water. • ^ 



SERIES ENTRY 



DERAL SPOiV.jC. 



puausHE 



■nTLE 



TYPE OF MATERIAL 



FEDERAL SPONSOR 



BIBLIOGRAPHICAL 
INFORMATION 

SOURCE 
CODE 



ANN0"^AT10N 

BIBLIOGRAPHICAL 
1NF0RMAT1QN 



PRICE^ 

ORDER NUMBER- 

— 1^' 



HOW INDUSTRY. AFFECTS CLEAN WATER. Booklets. Environmental 
Protection Agency, Office of Public Awareness. Government Printing Office, 



Source: GPO 



PUBLISHER- 



^ . SOURCE * ■ ^ V - 

This series is composed of the following: ' ' - 

RUBBER PROCESSING INDUSTRY. Publication No. 30. 1975. 20pp. 
S0.80 ea. S/N 000-003-010. ' ' ' ^ ^ 

BEET SUGAR PROCESSING INDUSTRY. Publication No. 31'. 1976. 
26pp. SI.IO ea. S N 000-003-011. ' \ * pubucation date 

THE DAIRY PRODUCTS INDUSJRY. Publication No. 32. 1977. 24pp. 
'S0.90 ea. S N 000-003-012. / .^--^'^ 

PUBLICATION NUMBER PAGINATION 
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ABBREVIAtfONS U§ED IN THISXISTING 





nnrnYimj^ tpiv 


Doc ■ 'T 


*black and white 


BR 


hr^ il 1p 


cm 


centimeter 


col. 


color 


CUIdtu. 


compiler ^ 


ea. . 


each ' ' 


ed. 


"editor 


et al. 


and others 
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illustrated 


in. . 


inch(es)o^ ^ 




inches peivsecc:.-' 


min. 


niinute(s) 


MM 


millimeter 


mono 


monaural 


. N^ 


number 


Opt. Sd. 


optical sound \ 


RC 


' recorded casseitie 


RD 


recorded disc 


RM 


citorded masir 


RPM 


revolutions per -minute 


Rev. 


revised 


S ' 


side(s) . 


S/N 


(GPO) stock - ::be' 


V. * . 


volume ^ 








SOURCE AND 



(NFORIVIATION 



The names and addresses of the sources froniwhi.hniaterials described in this volunfe can be ordered are listed below. 
In addition^ orderihg information and brief descriptions of some of these sources are included. Requests for materials or 
information should be directed to tlje specific qffices as indicated. Since the source,of thematerial is not alwaysthesame: 
as the federal sponsor, it is important that the information on the "source code" line.be.used for<M=dering. Most officer 
Will accept checks or m^oney orders, but not currency. Sources vary as to which charge cards are acceptable, discount 
rat'^, arrangements%rfor .deposit accounts, order forms and guidelines, special mail handling requirements, and 
availability of materi^l^ on m'icrofiche or computer magnetic tapes. Write individual sources for details. Since many of 
these materials can be ordered from either the Government Printing Office or the National Audiovisual Center ^ 
(Government Services Administration),' order blanks for^hese two sources cin-Wiound at the back of the booklet. * 
Please note .that prices are subject to cha<^. Most materials may be delivered sooner. But allow 30 to^ days for 
delivery. . ^ . ^{^ » , ' 
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CERN 



CFTC 



CPSC 
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ORDERING SOURCES 



VAct ion/ Peace Corps 
Information Collection ^nd Exchange 
806 Connecticut Ave., N'.W. 
VVashington, D.C; 20525 

Action's Iaformati9n'CoIIection and Exchange 
makes available technical publicaUons^ on 
training, programming and- appropriate tech- 
nology developed by Peace Corps volunteers. 
Training guides, curricula, lessdn pt^ns. Xl^an- 
uals. andother materials developed^n the field 
■ are collected and reviewed. Listings of publi- 
cations 4re available on request. 

• ■ ' 

Consumer Education Resource Net- 
work ^ r 
1500 Wilson Blvd. ^ ' 
Suite 8Qp \ 
Rosslyh, VA 22209, r 

The Consumer Eduction Resource Network 
provides refereihce and referral^ervices to all 
. consumer educators. Sea^'ices include publica- 
tions such as ConCERNs. a monthly publica- 
tion, training, gpd teclyiical assistance. J^e- 
quests may be made in person, by mail, or via 
the toll-free telephone line; 800-366-0223. 

U.S. Commodity Futures Trading 

Commission , ^ 

2033 K Street, N.W, 
Washington, D.C. 20581 

U.S. Consumer Product Safety , ^ 
Commission 
• Office of Communications . . 
\lll 18th St., N.NV. 
^Washington, D.C. "mdl 

Publications and film's on product safety are 
available on request. \ 



CRC U.S. Commission on Civil Rigjits 
1121 Vermont >^Ve., N.W, • 
Washington, D.Cr 20425 

in addition to advancing Ihe'cause of equal 
opportunity, il serves as a national cleafing- 
house for. civif rights information. Commis- 
sion publications are rnacie available on 
request from ihe^ublicalions Management 
Division: a catalog of publications is also' 
V ^yailable upon request. 



DpC/NBS U.S. department of Commerce 

National Bureau^^of Standards 

Office of Technical Publications ^ 

Washington, D,C, 20234' 

The Department of Commerces National 
Bureau of Standards develops measurement 
standards and teb?iniques that affect science. 
■ * industry, and commerce, and facilitates their 
effective. application for Ihe^ public good. For 
information on publications contact the O^ice 
of Tecftt^Gal Publications; filrfis ^e availa*fele^ 
on free lo'an to scientific and professional 
\ ' ' organizations, educational, inslhulions. and 

nonprofit community groups from: 

I Modern Talking Picture Service 

' * 5000 Park Street N. 

St. Petenibur^. FL 33709 ^ 



DOC/OC vt» U.S. DepJartment of Commerce 

. • \ i , Office of. CbmmunicatiOns ^ 
. , Washington, f).(? ;20230 



DOE/IIR y^S. Department of Energy 

Office of Intergovernmental and - 

Institutional Relations ' ^ \ 
-Washington, D.C., 20585 : ' - 

This office performs outreach and consumer 
affairs coordination fujpctions. It maintains 
. > and oversees JDepart men t of Energy relations 
• . with Congress, the news media. Slates, private 
institutions and consumer interesfs. 



DOE/PA Department of Energy 

. ' Office'of Public Affairs 

1000 Independence Ave.,'S.W. 
Washington, D.C 20585 



DOE/RA U.S. Department of Energy 

Office'of Resource Applications 
RA-324 ' 
Room 3518, Federal Building, 
MS 3344 

Washington, D.C. 20461 

, ♦ This office is responsible ior developing. 

managing, and directing policies and pro- 
grams to increase domestic energy supplies. 

DOE/tIc U.S. Departriient of Energy 

" Technical Information Center 
• ^ x j P.O. Box 62 \ V 
^ak Ridge, TN 37830 

Orders for complete'sets or bulk quantities of 
iridividual titles arc only avaifable to teachers, 
librarians, and energy information centers and 
should be submitted on official letterhead 
stationery. ^ 

Individuals may/equest upjtp five titles. 

For information on printing negatives, write 
to: ^ 



DOI/PA 



DOJ/LEAA 



U.S. Department of Energy • 
Division of Editorial Services 
Washington. D.C. 20585 



U.S. Department of tIjB Interior 

Office of Public Affairs 



Washington., D.C. 



202^ 



U.S. Department of Justice 

Law Enforcement Assist£fnce 

Administration 
633 Indiana Ave., N. W, 
Washington, D.C. 20531 

LEAA serves as a national and international 
clearinghoifsc for the exchange of criminal 
justice information through tnc National 
Criminal Justice Reference Service. 
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'DOJyPI U,S. Department -of Jpsticf 

OffTce of Publii^Information ' 
' Constitution AVe. & 10th Street, N.W. 
Washington, D.O 20530 



DOL/BLS U,S. Department of Labor 

Bureau of Labor Statistics . 
'Information Office — Rm. 
441 G Street, N.W. ^ ^ 

Washington, D.C. 20212 

The Biireau^f Labor Statistics collects and 
analyzes data on areas such as manpower and 
r • labor requirements, employment, labor force. 

wages. labor-managemerU relalions.'^^cupa.- 
, - tionaf safety and health. The information is 

issued in monthly press releases. \^ special 
publications/and fn its official journal. There 
, are BLS regional offices throughout the 
' country which also issue additional reports. 

^ Publications are available both free and for 

sale. ' ■ . a . 



DOL/ETA ^U.S, Department of Labor 

" Employment and Trai.ning 
Administration 
Rm. 10225 
601 D'Street, N.W. 
Washington, D.C. 20213 

, The Department of Labor's Employment and 

Training Administration^ publishes booklets, 
' pamphlets, and reports on apprcfnticeship 

prograr/K. work experience, ur^employment 
insur^i^cq. occuptional analyses, and research 
resulls.^Gonsumer fact sheets on ETA'S major 
programs and other periodicals are also 
available. Single copies of most jfiublications 
are available free of charge. * . 



DOL/IPR U.S. Department of Labor 

Office of Information, Publications, 

and Reports 
• Room S1032 

200 Constitution Avenue, N.W. 
Washington, b.C. 20210 ^ 

DOL/ WB U.S. Department of Labor - 



Women's Bureau 
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^ 200 Constitution Avenue, N.W. 
Washington^ D.C. 20210 

^Formulateii standards and policies to promote 
the welfare of working women and improve 
their working conditions and investigates and 
reports on.sjuch matters. The Women's Bureau 
has JO regior^al offices throughout the U.S. 
Single copies of publications arc free of charge. 



DOT/FAA U.S. Department (tf Transportatipn 

/ Federal Aviatioi/Administration 

Office of Public Affairs' 
' Public Information Center-APA-430 

. 800 Independence Avenue, S.W. 

\ ^ ^Washington, D.C 20591 ^ 

The Department of.Transportation's Federal 
Aviation Administration regulates, air com- 
mercc, fosters aviation safety, and promotes 
civil aviation and a national system of airports. 
For additional information contact the Office 
of Publfc Affairs; Free FAA publications arc 
available from: ^ ^ j 

' U.S. Department of TranspoAat/on 

Publications Section-M-443.1 A 
Washington, D.C.' 20590 » 1 

DOT/FHA U.S. Department of Transpottation 

Federal Highway Administration 
400 7th Street, S.W.^ 
1 Washington, D.C. 20590 

Thej;)epartmenb of Transportation's Federal 
\ Administration administers the Federal-aid 

•^^highway program of financial assistance, and 
h'tghway safety and bcautification programs. 
It also develops and administers training pro- 
, grams, fellowship programs in hifhway safety 

transportation research and education and a 
' ^ highway technician scholarship program. * 



/ 



DOT/NHTSA 



U.S. Department of Transportation 

National Highway Traffi^afety 

Administration ^"-^^ 
400 7th Street, S.W. 
Washington, D.C. 20590 

The National H ighway Traffic Safety Admin- 
istration maintains and collects scientific and 
technical information on motor vehicle safety. 
■It serves as a documentary reference point 
for Federal. State and local agencies, industry. 
educaHonal organizations, and the public.^ 



DOT/PC A ^U.Si Department of Transportation 

' ' Office of Public and Consumer 

• Affairs 
- 700 7th Stteet, S.W. 

Washington, D.C. ^590 ..^^ 

J . ■ ■ ■ ' 

Dd§/tSC U.S. Department of Transportation 

. ' . ' TransportatioiT Systems Center 

* ^ Office of Technology Sharing 

Kendall Square, Code 151 
Cambridge,. MA 02142 

' . * Among its other activities, the Center collects 

and disseminates transportation information 
and* statistics to regional. State and local 
organizations and consumers. 



DOT /UMTA U.S. Department of Transportation 

Urban Mass Jransportation 

Administration 
Office of Policy and Program 
. \ Development * . 

400 7th Street, S.W. 
Washington, D.C. 20590 

The Department of Transportation's Urban 
— " Mass Transportation Administration assists 
in the development of improved mass trans- 
portation systems; it maintains 10 field offic^ 
throughout the U.S. 

DT/PA U.S. Department of the Treasury 

^ ^ * . Office of Public Affairs 

Room 2324 . * 

Washington,^;C. 20220 

EP-A/PA U.S. Envi^mental Profection ' 
Agency 

Office of Public Awareness 

401 M Street, S.W, . 
Washington, D.C. 20460 

This office develops and maintains informa- 
tion and public awareness programs. Inquiries 
for information on* films, publications and 
speakers can be directed to this office. 

EPA/PIC U.S. Environmental Protection 
^ Agency 
Public Information Center 
; 401 M Street, S.W. 

Washington, D C. 20460 , • 

The Public Information Center provides 
information about EPA's programs andftnakes 
available EPA publications. | 

ERIC U.S. National Institute of Education 

Educational Resources Information 

Center 
1220 19th Street, N.W. 
Washington, D.C. 20208 

ERIC is af^nationai information system 
sponsored by the National Institute of Educa- 
tion. It disseminates education research results, 
i:; practitioner-related materials and other re- 

j source information. * 

I FMC U.S. Federal Maritime Commission 
1100 L Street, N.W. 
Washington, D.C. 20573 

FTC U.S. Federal Trade Commission 
Office of Public Information 
f Pennsylvania Avenue at Sixth 

Street,N.W. ' 
i| Washington, D.C. 20580 

;j . ^' A free list of publications' is available on 
. ^ request. \ 
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GPO / U.S^ GovernmVnt PrinlirrfOffice 

5<^perintendent of I>iocun^ , 
Washington, D.e^ 20402 

In addition to being the Fcctccal g^^fernment's ' 
j)rinter a.nd boolcbinder it sells government" 
pyblications and prepares catalogs. It sells 
over 25,000 various publications. A ^^ree 
- information brochare Com sum er Guide to 
Federal Pubiicai ions pro\idcs a descj^iptionof 
the services provided by GPO which maintains 
bookstores in 20 cities. 



GSA/CIC 



GSA/FIC 



U.S. General Services Administratipn 

Consumer Infc^rniation Center 
Pueblo, CO 8-1009 

By encouraging Federal agencies to develop 
and release useful consumer information the 
Consumer Information Center attempts to 
increase public awareness of this information. 
It issues a quarterly publication and distributes 
it free of charge. 

U.S. General Services Administration 

Federal rnformatioh Center 

^ Federal Information Centers, clearinghouses 
of infor/nation about^he Feder^al Government 
arp maintained in 38 major metropplilain 

•area's* Information requests caiT be made 
by "letter, telephone, or in person. For a list 
of Federal I nforraati^p^ Centers, write to: *^ 

Administration 
05 



GSA/NAC 




Adm^istration 

" ' ' tec * 



• The ?^ ( 1 1 ( I vil ?Witfli8iSTi I in f'l 1 1 <i t iri li^i Na- 
tion^l Audrovidian(plm is the central clear- 
ipghoLLSp for a^l fiee!e;r'arai^^isual materials. 
They are aVaitebl^^fo^^blic use through ^ 
^information anS distrilHitio^ services: ^ 

SaleT. Motion pictures, video formats, slide 
sets, audiotapes, an^ multimedia kits arc 
available for purch^scl Conversion to* other 
merfia formats can be made. ' 

Rental: Only 1 6mm motion pictures are avail- 
J, able for rent. 

, ' Loan Referrals: Free loan^ distribution of 
16mm motion pictures is available to the 
public from regional Federal agency offices. 
.The Center refers users to closest loan 
. distributor. ' , 

For purchase or rental of materials, contact 
the Order Section! Rh include title and title 
number of matep^l and make checks p^abfe 
. to National Archives Trust Fund (NAC). To 
be billed, an official purchase order or letter 
on official letterhead is required. 

For information on other services contact the 
Reference Section RL. , 



HEW/HDS U.S. Department of Health, ^ 
Education, and Welfare 

Office of Human Development V 

Services 
Washington, D.C. 20201 

This office administers social and rehabilita- 
^tidn services and human development pro- 
grams oriented towards special populations— 
the elderly, low-income children, mcially and 
p+iysically handicapped. 

HEW/HRA U.S. Department ^ Health, 
Education, and Welfare 

, Health Resources Administration 
Office of Communications , 
3700 East- West Highway 
Hyattsville, MD 20782 • 

As" part of HEW's Public Health Service. 
H identifies health care resource problems, 
'and maintains the distribution of these re* 
♦ sources to improve the health care system. 

Single copies of most publications are avail- 
able, frA of charge; 

H.RvA. . ' ^ - 

Office of Communications 
3700 East-West Highway 
HyattsVille, MD 20782 

HE^y/NIE U.S.|Department of Health, . ; 

Education, and Welfafe 

Na-tional Institute bf Education 
Office of Public'Informatioft' J 
120#f9th Street, N,W. * . ^ 
\ \ Washington, D.C. 20208**^.^ 
^ ' '-^ ' ' ' * • -J 

HEW/OE U.S. Department of Health,^ * 
' Education^ *and Welfare 

^ Office of Education . ,v 

Educajtic^i Information Center 
Washington, D.C. ■ 20202 . 

*^ ^ Single copies available free while supply lasts.^ 




HEW/PHS 



U.S. Department of Health, * 
Education, and Welfare 

Public Health .Service 
Office of Publi(\Affairs 
2d^lndependence Ave., S.W, 
Washington, D^.C'. 20201 

Inquiries about films and publications should 
bc'sent to the abo>'e address. 



o HUD/^ U.S.,Pepartment of Housing ancj 
" Urban Development 

. Publiclnformation Center 

\\ 451 7th Street, S.W. 

Washipgton, D.C. • 20410 
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LC/NLSBPH Library of Congress 

Nationar Library Service for the 

Blind a^d Physically Handicapped 
Reference Section * 
1291 Taylor Street, N.W. 
Washington, b.C. 20542 

The NLS is a free national library prograTn of 
braille and recorded materials for blind and 
. physically handicapped persons. Reading ma- 
r ' teriais are distributed to cooperating regional 
> * ' and local li.l^Ed^ies which circulate them to eli- 

gible borrowers. These materials are sent to 
' ■ ' borrowers and returned to libraties by postage- 

free mail. In addition to its book and magazine 
* collection, the following services are also of- 

' • fered: , • 

^ spccIaL^quipment — playback equipmefil 
isltrancdiree to readers \' 

music servic'es — music materials ^re-avail- 
e from the Music Section 

'. ' 
volunteer services — free correspondence 

course leading»to braille transcribing certifica- 
tion and proofreading are available 

f-t^ ' . ' - . . • ■ , 

* information services — questions m. refer- 
ence io blindness and physical handicaps, are 
answered. . * 



LG/NRC Library of Congress 

National Referral Center 
Washington, D.C. 20540 ^ 

The Librar>( of Congress' National Referral 
Center is a tree referral service which directs 
those with questions to resources which have 
the information. The referral, service uses a 
\ subject-indexed, computerized file of 13,600 
organizations of information resources in- 
cluding not .only traditional information 
sourcesi but also such sources as professional ' 
^. associations and grass roots citizens* organiza- 

tions. Requests for referral services may be 
r^-'-^ade by letter, telephone'i202-287-5670, Ref- , 
• • ^ erence Section), or in person.'vA 



NASA National Aeronautics and Space 
Administration 

Maryland Ave., S.W. A 
Washington, D.C. 20546 \ : 

NASA conducts research on space technol- 
ogy* night,andexpl6ration withinandoutside 
' Mhe earth's atmosphere. Services include speak- 
ers, films, and exhibits. Publications include 
, - J^ASA Directory of Services for the Public, 

NASA Film List, and NASA Educational 
Publications List. For further information, 
contact the NASA Headquarters Information 
Center, Washington, D.C. 20546. 



NCRVE 



National Center for Research in 
Vocational Education 

Tte Ohio State l^iversity ^ 
1960 Kenny RoadNs^ ' 
Columbus, OH' 43210 ; 

The National Center ^r Research in Voca- 
tional Education's purpose is-i'O increase the 
ability of institutions to solve educational 
problems relating to individual career plan- > 
ning and preparation. Under a contract with 
tlie U.S. Office of Education's Bureau of Oc- 

i cupat.ional and AdU^t Education, it'serves as a 
clearinghouse. For additional information on ' 
|he Center's services, programs and projects, 
write to the Program Information Office', for 
infonhation on products -or publications^- 

' write to the Publications Office. . 



NSF 



National "Science Foundation ^ 

1800 G Street, N.'^. 
Washington, 'D.C. 20550 

The National Science Four^dation initiates 
and. supports research and education activities 
in all scientific disciplines. Major national and 
international science programs include the 
U.S. Antarctic Program and the International 
Decade of Ocean Exploration. To learh about 
the Foundation's information and publication 
dissemination activities, write either the Pub- 
lications Unit, or the Public Information 
Branch. ' ■ ' 



NTIS 



U.S. Department of Commerce' 

National Technical Information 

Service . 
5285 Port Royal RoSd- , 
Springfield, V A 22161 » 

NTlS is the Federal government's, central, 
point for the sale of government fynded re- 
search and development -reports. The follow-., 
ing services are availabte: 

NTI Search-on-line computer search.ser- 
vice locates abstracts on 650,000 research . 
reports; copies of reports are sold in paper or 
microfiche. 

• NTIS Bibliographic Data File (on magnet-, 
ic tape) 6f published and unpublished abstracts . 
is available. for lease. . , 



U.'S. Office of Personnel • 
Management 

^Distribution Unit 
Room B-43I V 
7900 E Street, N.W. 
Washington, D.C 20415 . 

the Office of Personnel Management (0PM), 
formerly the Civil Service Comniission, ad- 
ministers the Federal employment merit sys- 
tem. 0PM makes available career guidance 
films and other audiovisuals and publications 
addressed to various audiences. It maintains 
ten regional offices throughout the U.S. 
Employment information is available through 
OPM's Job lnforma\ion Centers. » 

^ President's Committee on 
* Employment of the Handicapped 

llll^th Street, N.W. \ 
Wa^ington, D.C. 20210 

t UiS. Small Business Adihinistration 

Office of Public IrifoiVnation 

(441 L Street, N.W. 

Washington, D.C. 20416 ■ 
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U.S. Department of Agriculture 

The Food and Nuh^ition Information 
and Education Resources Center 

National Agricultural Library^ 

Room 304 . 

Beltsville, MD 20705 
Tel.: 301-344-3719 

The Food and Nutrition Information and 
Education Resources Center is a part of the 
Department of Agriculture Science and Edu- 
cation Administration. !t serves as an fhfor- 
mation center for groups and indi^'iduals 
intei'ested in human nutrition, food service 
managemei>t, and food technotogy by provid- 
ing the following services; <» 

• acquires and lendsT^ool^and audiovisuals 
provides photocopies of journal articles 

• " provides specific answers to questions on 
food and nutrition 

, • provides comprehensive reference services 
including computer searches. ^ 

The collection of materials ranges from chil- 
^ dren's materials to more sophisticate^d profes- 
sional inforniation. Information requests are 
received by telephone and maH;pe^sonal visits 
are also welcomed. 



Tennessee Valley Authority 

Office of Public Information 
400 Commerce Avenue 
Knoxville, TN 37902 

The TV A is a Government-owned corporation 
that conducts a resource development pro- 
gram for economic growth in the Tennessee 
Valley region, information on environmental 
education and agncultui;e ^nd on publica- 
ti6ns and nims is available., 

U.S. Department of Agriculture 

Office of Communications 
Washington, D.C. 20250 

. Free publications are available from t his office. 



U.S. Department of Agriculture 
Extension Servioe^ 

Four USDA agencies— Agricultural Research 
Service (ARS)i Cooperative State Research 
Service (CSRS), Extension Service (ES), and 
the National Agricultural Library (NAL)— 
have been merged to form the new Science a tid 
Educatioi^ Administration. 

Requests for publications should be sent to: 

U.S. Department of Agriculture 
'Science and Education Administration 
Publication Requests and Distribution 
information Staff 
Washington, D.C. 20250 



USDA/GPA U.S. department of Agriculture 

Office of Governmental and Public 
Affairs 

^ Publications Di^Hsi^iQu:! 

Washington, D.C. 20250 ' 



USDA/SEA 



USPS 



single copies of most publications are avail- 
able free; request a free cojjy of List 5 of 
cuVrent available publications and prices, 
ii 

U2S. Department of Agriculture 

Science and Education Administration 
Publication Requests and Distribution, 
Information Staff . 
Washington, D.C. 20240 

The former Agricultural Research Service 
(ARS), Cooperative Slate Research Service 
(CSRS). Extension Service (ES), and the 
National Agricultural Library (NAL) have 
been merged to form the SEA, which main- 
tains four regional offices throughout the U.S. 



U.S. Postal Service 

Office of Public Communications 
475 L'Enfant Plaza West, S.> 
Washington, D:C. 20260 

Publications, films, and speakers are available 
on request. 



BUSINESS AND OFFICE EDUCAJION 
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GE5)IERAL REFERENCES 

EMPLOYMENT OCJTLOOK FOR CI^RICAL OCCUPA- 
TIONS. Pamphlet. Department of Labo^, Bureau of Labor 
Statistics. 1978. 21pp. ill. $0.50 ea. 

Source: GPO S/N Q29-001 -0207^4 

This publication, gives 'the employfhent outlook fo/ book- 
keeping workers, file clerks^ office machine operators; re- 
ceipt ion is ts, secretaries and stenographers, shipping and re- ' 
.ceiving clerks, statistical clerks, stock^'clerks, typists, occu- 
pations in the postal service, mail, carriers, and postal Clerks. 

lWO>«TUDIES ON THE ROLE T)t' BUSINESS AND 
INDUSTRY AND LAB©R PARTlaDATION IN^IAREER 
EDUCATION. Department of , Health, Education, arfd Wdl^ 
f?tre, Office of Educatioh. 1977{ 120pp. 1S2.75 ea. ^ . 

' Source: GPO'S/N 017-080-0^737-7 

INCRE^SING-^OB OPTIONS FOR WOMEN. U)l min., 2 
X 2 Slides, Audiqj£assette,' (6ol. 1976. Sale $26.25' 

Source: GSA/NAC Title' No. 007846/RB 

• /■ • 1* ' 

Shows women working in a variety of non-traditional jobs, 
such as •professiojial, technical, administrative, and manage- 
rial workers, ij/ the/ skilled trades, and as repairers and 
machine operators. /Encourages women to consider non- 
traditipnal occupations because they usually pay better thai) 
traditional womeft-s jobs. Reviews Equal Employment Op- 
portunity Officer/Regulatioits against Sex Discrimination in 
Employment and' Office of Contractor Compliance Require- 
. ments for Affirmative Action. 74 slides. 1 Audiocassette. 2- 
Track Mono. With audible advance signals. Script included. 

WHY NOT WOMAN? 26 min., 16 MM Film, Opy. Sd., 
Col. 1977. S^^ 

Source: QWNAC TithE>No. 010571/RB 

Shows \yomen working successfully in ^non-traditional jobs 
like welders, carpenters, and mechanics. Explores the atti- 
tudes of" their male co- workers, supervisors, personnel man- 
agers,/ and teachers. Demonstrates the wide range of job 
options and training available to girls and women. Presents 
audiences with a realistic and entertaining argument against 
the^'long standing myths about women and work. Attempt^ ' 
to/ direct, audiences to reassess their deep-seated attitudes 
atiouf working women. V ' 

/YOU IN PUBLIC SERVICE - A SERIES. 9 16MM Films, 
Opt. Sd. 1977. Rental $100.00 Sale $1,483.25 

Source: GSA/NAC ' v^* 

Attempts to capture the imagination and promote interest in 
public service careers. Explains, what public service is; the 
types of public service jobs, and how to obtain them. Also . 



discusses different skills' needed and\ practical tips for self- 
improvement. 

, Applying for a Public Service Job. 28 min. 
Basic Record Keeping. 28 min. ^ 
Basic Report Writing. 2S'min. ^ , 

. Good Grooming. 2S min'r ^ ; ♦ 

Interviewing Skills. 28 min. ' , . 

Oi;al^Coniinunication. 28 min. ^ ^ 
^ Person-to- Person Relatioiwhips. 28 rrt|n. ^ 
c> Techniques 6f Decision leaking. 28-min.' 

Written Conimuilication/28 min. 

• ■■ ' J ) > -.^ ■ ■ ■ 



^A-^ REFERENCE LIST OF AUDIOVISUAL MATERIALS^ 
PRODUCE^ BY THfc UNITED STATES GOVERN- 
MENT, 1978i ^Catalog. General Services Administration, 
National Auflipvisiial Center. Government Pnnting Office. 

,1978. 398pp. ^ 

Source: GPO S/N 052-003-00497-6. Also available from 
GSA/NAC. ' V 

/List includes subject and title secti(jns, rental and purchase 
^policies, and a price list. 

INSERVICE TRAINING SEMINAR FOR THE DRIVER- 
LICENSING ADMINISTRATIVE HEARING OFFICER. 

*24 min., Audiocassette, 2-track, Mono. 1978. Sale ^-lO.OO 

Source: GSA/NAC Title No. Ap0682/PF . 

Present's models of DriverX Ocense Hearings to assist hear- 
ing officers in conducting hearings of their Qwn, The pro- 
gram attempts to identify the various alternative mojdes of 
driver licensing adjudication throughout the U. S'., deter- 
mine the dominant characteristics of the hearing and the 
rules by which the heiaring is governed, and document the 
tasks performed by the hearing officer in typical hearings. 
1.24-page Instructor Manual included. 

i '■ -■ • . ' ' 

ANNUAL EARNINGS AND EMPLOYMENT PATTERNS 
OF PRIVATE " NONAGRICULTURAL EMPLOYEES, 
1973-75. Bulletin 2031. \Department of Labor, Bureau of 
Labor Statistics. 1979. 383pp. $7.50 ea. 

Source: GPO S/N'029-001-023l86-3 

.^This bulletin presents statistics on annyal earnings and em- 
ployment in the United States Jn- 1973,1 1974, and 1975. The 
Biireau of Labor Statistics developed the data from a .1% 
random sample *of records of the Social Security Adminis- 
tration and the Railroad Retirement Board. The data pro- 
vide a more, accurate picture of annual earnings and em- 
ployment patterns by industry - than is available from any 
other source. ,The data are the l^st available from the Social 
Security Administration and provide historical cbntinuity 
with the other published data in the "series. 

* •. " ■ , ■■ .4 . " 

EXPLORING CAREERS. Handbook. Department , of 
Labor, Bureau of Labor Statistics. 1979. 550pp. $10.00 ea. 
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Source: GPO S/N 029-00 i!^02224-7. aIso available from 
DQL/BLS. ■ ^ ' 



A career education resource designed and written for junior 
high students; older students will find this book useful' also. 
It cart be used in classrooms, ^areet resource cepters and 
youth programs ^nd is packaged to facilitate either group or 
. individual use. Titles "bf indivi(Jual chapters are: The ^orld 
of. Work and You, Industrisl Production Occupations; 
Office Occupations; Servid^ Occupations; Education Occu- 
pations; Sales Occupations; Construction Occupations; 
Transportation Occupations; Scientific and^ Technics Occu- 
pations; Mechanics and Repairers; Health Occupations; 
Social Scientists; Social Service Occupations; Peiforming 
Arts, Design and Communications Occupations; Agricul- 
ture?, Forestiry, and Fishery Occupations. Exploring Careers 
can be purchased as: A single volume, $10.00 ea.;*. 15 sepa- 
rate booklets, one for each chapter, $2.00 ea.; a set of 15 
booklet, $12.00 set, S/N 029-001-02225-5. 



ACCOUNTING AND BOOKKEEPII^G 

RECORD KEEPING FOR A SMALL.BUSINESS. Depart- 
ment of the Treasury, Internal Revenue Service. 1979. 16ppi 
$1.00 ea. , . 

Source: GPO S/N 048-004-01686-9 - 



DATA PROGRAMMING AND SYSTEMS 

ANALYSIS 

. . . • ■ 

TECHNICAL'PROnLE OF SEVEN DATA ELEMENT 
DICTIONARY/DIRECTORY SYSTEMS. BQoklet. p^epart- 
ment of Commerce, National Bureau of Standards. 1977. 
3.8pp. $1.60 ea. ^ : ^ " ^ 

S&tffi^rGPO S/N 003-003-01725-'6 ' 



Two textbooks: 



A Data Element Dictionary/Directory is a soft>vare tool 
that proyides a ceptral repository for information, about data 
resources ac^ss organizations and application/^ines and that 
can be used to control and manage data ^lemefnts in a 
uniform manner. JThis booklet describes mid classifies these 
systems and discifises the- 'potential beneints of their use. 

COMMON COMMAND LANGUAGE FOR HLE MA-<^ 
NIPULATION AND NETWORK JOB. EXECUriON: AN . 
EXAMPLE. Booklet. Department of Commerce, [National 
aureSu of Standards, 1978. 27pp. $1. So ea. 7 

Source: GPO S/N 003-003.01965-8 :f 

The capability for sharing resources across many diverse 
computer systems is inhibited by the large number of com- 
mand languages and protocols being used by computer 
technology. This booklet presents a general approach to 
solving this problem using an intermediary system to sup- 
port a set of common commands for file manipulation and 
network job execution. 



RECEPTIONIST AND OTHER BUSINESS 
COMMUNICATION 

* 

CLARITY IN TECHNICAL REPORTING. Pamphlet. Na- 
tional Aeronautics and Space Administration. i964. Reprint- 
ed 1977. 25pp. $1.30 ea. 

Source: GPO S/N 033-000-00513-0 
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EFFECTIVE REVENUE WRITING. Textbooks. Depart- 
ment of the'Treasury, Internal Revenue Service.; 

Source: GPO 



No, 1. . 1967. Reprinted 1976x 268pp. ill. $2.55 ea. S/N 
048-004- 00036-9. Basic cburse designed to give a 
brief, practical review f writing principles, gram- 
mar, and pundliSffi'Bttk^ 
No. 2. 1962. Reprinte,jJf^H^198pp. ill. $4.75 ea. S/N 
;i 048-004- Op037-7. Advanc^ course designed tQ^elp 

experiencjecl writers and reviewers diagnose and cure 
^ writing weaknesses. 

EFFECTIVE WRITING, A WORKSHOP COURSE. Text- 
*book. Department of the treasury. Internal R enue Servi' 
ice: Revised 1975. 106pp. $1.40 ea. 

Source: GPO S/N 048-004-01288-0 . . ^ 

4» A self-teachinga course text that emphasizes ef^ ^ n com- 
munication rather than strict grammar as tr r ~ —zry goal 
of practical writers. Improved writing s; j taught 

thorough a three-fold approach, consistinr : norough 
fanriliarization with theorj', practical appl: writing 
principles, and an informed criticism c. ^.^r - tetters, 
memos, etc. The course teaches how to \\ "zc • . irljf and 
authoritatively, without falling into the *go : ik! trap. 

Effective writing, the man a. roeST 

-"IJ^ITING SEMINAR F0r\ MANAGERS. „ : irtment of 
the Treasury,. Internal Revenue Service. 197:^. Reprinted • 
1977.,^6pp. $0.75 ea. ' 

Source: GPO S/N 048-004-01295-2 

FROM AUDIT TO EDITING. Handbook. General Ac- 
counting Oftice. 1974. Reprinted 1976^80gj). Hi. 31.45 e'a. 

Source: GPO S/N 020-000-00122-4 . 

The General Accounting Office has prepared th'is handbook 
to combat the rise of 'gobbled ygooft* in government repor!s.' 
Originally cf^sighed to assisK,GAO auditors in report writ- 
ing, the handbook is packed with practical tips for Improv- 
ing anyone's business .writing style. It is divided \fitQ three 
par|s. The first part discusses basic concepts J^ehind letter 
wnting; the second ' part shows how to eliminate writing 
problems by . taking time to edit correctly; and the final 
section includes severaklists of words an^^xpressions^re- 
quently misused. . - . 
. . • • .. ^. . ' . ' 

& GOBBLEDYGOOK HAS GOTTA GO. Department of the 
Interior, Bureau of Land Management. •1966. Reprinted^ 
: 1980. 112pp. ill. $4.00 ea. . . • 

Source: GPG» S/N 024-01 1-00002-0 

This publicatioh is concerned with the improvement of gov- 
ernment writing for 'better communications. . 0 

CORRESPONDENCE JMANAGEMENT. Manual. General 
Services Administration, Federal Register Office. 1973. Re- 
" printed 1975. 35pp. ill. $0.85 ea. . ; » 

Sour(^i OPO S/N 022-003-00899-3 

, A gjjide to efficiency and ^cononvy in letter and memo 
wrifmg that can be employed effectively in private industry 
,as well as government. This manual presents a complete 
r program to cut correspondence costs. 

. * ,.' .* . • ■ ■ Qr 

•f Ti^^N Betters. General Services Admini;i mion, Na- 
f^tibn^l Archives and Records Service. 1973. Rer — sd 1976. 

.^ci51#l.^^^^^ ^ 

Sou/ce: GPO S/N 022-002-00041-9 

: An excellent guide on how to write a^^lear, simpie, sincere 
letter.. Gives examples of 'good and bad letters, tips on style, 
choice' of words, how to be brief, and much more. The 



,book was writteh' for government employees, but ^^M^^^ 
i valuable for ianwne who ever picks ug a pen. 

WRITE/REWRITE: AN ASSESSMENT OF REw 
SKILLS, SELECTED RESULTS FROM THE SECOi 
NATIONAL^SSESSMENT of writing. Department of 
Health, Bdufcatiom and Welfare, Office of Education. 1977. 
29pp. ill. ''$pO ear 
Source: GPO S/N 017-080-01 73 1-8 



/writing mechanics, 1969-1974; A CAPSULE DE- 
SCRIPTION. OF CHANGES IN WRITING MECHANICS. 

Departhient /of Health, Education, and Welfare, Office of 
Education. 1975. 59pp. ill. $1.30 ea. 
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WORDS THAT WORK: A- GUIDE FOR EX- 
WORKERS,. Pamphlet. Department of Agricul- 
Reprinteci .1978. 19pp. $0.90 ea^ . 
GPO S/N 001-000-01336-0 



SELl/ING TO THE DEPARTMENT OF THE .TRI^AS- 
•™'' Booklet. Department of the Treasury, Internal Reve- 
nue Service.-i976. 16pp. ill. $0.45 ea. - ^ , 
Spi/rce: GPO S/N 048-004-01303-7 . . 

This booklet is written to as^st those vyho wish to do 
business with the Department of the Teasury. . » 

Appointment CONTROL in a team dental 

•RACWCE, HRA77-16' -Manual. Department of Health, 
iucation, and Welfare, Health Resources Administration. 
1977> ■ . ' 

Soufce: PB-26 1665/4 WW ' ^ » \^ 

This manual is designed tcf teach dentists and receptionists a 
new method of scheduling dental patients. One section de- 
scribes the dentist*s role in the appointment scheduling 
process and another describes the receptionirst*s responsibil- 
ities. 



BUSINESS LAW 



LEGAL ASSISTANT PROGRAM: A SUGGESTED TWO-^ 
YEAR POSTtHIGH SCHOOL CURRICULUM. Depart- 
ment of Health^Education, and Welfare, Office of Educa- 
tion. 1978. 69pp. $2.50 ea. * , , f , . . 

Source: GPO S/M* 017-080-01915:9 ^ 

■ ■ > , • ^ . . ■ • .•«.'■« 

• ..' ;..,..>tx ■ : . ' 

GENERAL OFFICE, TYPINb, AND J^feLAT^D 

FEDERAL OFFldE ASSISTANT EXAMINATIO>Ji 
NOGRAPHER, t^PIST/ CI.ERK; AND OmC§f 
CHINE OPERATOR, WHAT IT IS; AJVD HOW I?riS 
GIVEN, Office of Personnel 'Management. 1976. Reprinted 
1978. 54pp. ill. $1.10 ea. . * ' 
Source: GPO S/N 006x009-00962-0. 

. MAILVIT ?IGHT. ,12 min., 16 MM Film, O^t. Sd., .Col. 
1975. S^le $69.SlO / ; 
Source: GSA/N AC Title No. 007692/PF 

Illustrates how secretaries, are taugh^he\ recommended 
methods of preparing first class ma^l^troduces the correct 
address format for mechanized sorting in post offices. Dem- 
onstrates careless time- consuming mistakes made by many 
secretaries. Emphasizes secretarial practices* \Vliich save 




. > ■ . 

time and monej/ for businesses and r^t the besf service at 
the post office. 

SECRETARIAL AND WC iiOCESSING 

FEDERAL OFFICE ASSISTANT EXAMINATION: STE- 
NOGRAPHER, TYPIST, CLERK, AND OFFICE MA- 
CHINE OPERATOR, WHATSIT IS, AND HOW IT IS 
GIVEN, dffice of Personnel Management. 1976. Reprinted 
1978. 54pp. ill. $1.10 ea. . / 
Source: GPO S/N 006-000-00962-0 

y . 

MAIL IT RIGHT. 12 min., 16 MM Film, Opt. Sd:, Col. 
1975. Sale $69.50 ^ S 
Source: GSA/NAC ^itle No. 007692/PF ^ 
11! : • rates how secretaries are taught the recommended 
n ds preparing first class mail.- Introduces the co-^cct 
" : format Cor mechanized sorting in post offices. ' 
. careless time- consuming mistakes made b' ...... 

crc cs. Emphasizes secretarial practices whic 
;:me i money for businesses, and get the best serv. 
the post office. , . . ^ 

BANKING AT^D FINANCE 

ZAGLE ON THE STREET. 12 min., 2 X;2 Slides, . iidiocas- 
2tte, Col. 1975. Sale $2J.25 V 
3ource: GSA/NAC Title No. 008274/RR - 
Traces the development of the securities industr 11 the U. 
S. from its origins on Wall Street in the late l century 
through the precipitous 1929 crash of the stock market. 
Relates the reasons for the creation of the Securitie^nd 
. Exchange JSommission in 1934 and how the SEC admh^is- 
tejs the various laws that relate to the field of securities antK. 
finance. 69 Slides. 1 Audiocassette. 2-Track.* Mono., with 
Audible and jinaudible advance signals. Script included. 

PERSONNEL AN]^ TRAINING PRC^RAMS 

TRAINING SALESMEN TO SERVE INDUSTRI/JL mIr- 
KETS. Small Business/ Administration. 197^. 85pt>. ill. $2.20 

Source: ^PO S/N 045-0()0-00133-4> 

HANDBOOK OF SELECTIVE PT.ACEMENT OF PER- 
SONS WITH PHYSICAL AND MENTAL HANDICAPS 
IN FEDERAL CIVIL SERVICE EMPLOYMENT. Office > 
of Personnel Management. 1979. 71pp. $3.00 ea. 
Sourc/e; GPO S/N 006-000-01093-8 

Thi?'^^ handbook outlines con^ts and procedures that can 
an^ , should be used to -provide equal employmc apportuni-. - 
ty for. all qualified handicapped applicants rmplc /ees. 
Contents ^of the publication: Introduction; Trv; s^nc- Co- 
ordinator; The Rehabilitatipa. Counselor; A-:-: 
Transportation, Barriers; Special Provisions f " 
Individuals; Blindness and Visual Impairmen 
Hearing Impairment; Mental Illness; Men 
Mobility and Other Physical Handicaps; bi:. 

PERSONNEL LITERATURE. Mon^ly ^t: 
ernment Prii^ting Office. $l'7^per year. 

Source: GPO Symbol PLM 

Includes selected books, pamphlets, and other olications 
received in the Library of the Office of Personne. Manige- 
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ment during the previous month. Pefiodical articles, unpub- 
lished dissertations, and microfilms are also listed. Includes 
Annual Index. . 

PLANNING YOUR STAFFING NEEDS: A'HANDBbOK 
FOR FSRSONNEL WORKERS. Office of Personnel Man- 
agement. 1977. 360pp. ill. $5.25 ea. ' / * 

Source: GPO S/N 006-000-0 1 020-2 

CLASSROOM TRAINING, THE OIC APPROACH: CETA* 
PROGRAM MODELS. Department" of Labor. Govern- 
. ment Printing Office. 1978. 24pp. ill. $1.40 ea. * 

. Source^ GPO S/N 029-000-00329-7 

•EJjscusses classroom training as. a component of employment 
and training programs. The paper is based on the ^assroom 
training experiences and philosophy of the Opportuniiies 
I Industrialization Centers (OIC). 

HANDBOOK FOR ANALYZING J&BS. Department of 
Labor. Reprinted 1979. 345pp. ill. $7.50 ea. '^"^ 

Source: GPO S/N 029-000-00131-6 

HEALTH OCCUPATIONS TRAINING PROGRAMS AD- 
MINISTERED BY HOSPITALS, APRIL, 1976, A DIREC- 
TORY. Departmept of Health, Education," and Welfare, 
Public Health Service. -1977. 362pp. $5.75 ea. 

Source: GPO. S/N 017-022-00585-9 V 

HOW TO PREPARE AND CONDUCT JOB ELEMENT 
: EX AMINATIONST Office of Personnel Management.' 1975. 
76pp. $2.50 ea. . ■ : 

■ f Source: GPO S/N 006-000-00893-3 . . i 



IMPROVING EMPLOYEE' PERFORMANCE AND OR- 

Office of Per- 
?5 ea. ■ 



livirKuvirNu ii.ivirLUYii.li. fJtiiKrUKMANC 
g GANI^TIQNAL EFi^ECTIVENESS, 1976. ( 
sonnel Management. Revisedtrl976. 64pp.)^ll55 



Source: GPO S/N Q06-OOO-OO948-4 

* • ' / . ' ' > 

PERSONNEL POLICIES ^ND PRACflCBSr'l978. Bib- 
liography* Ofricfi,af Personnel Management.S^i'evised 1978. 
^ 46pp. $2.30 ea. • \ 

Source: GPO S/N 006-000-010*63-6 . 

. ■ . ' ■ ' r \ > ' 

This bibliography updates Personnel Bibliography Number 

/ - ' • . •; • 

UTILIZATION OF -OLDER WORKERS. Govefnntent 
Printing Office. 1979. 76pp. $3.50 ea. ' \ 

. Soi4ce:^GeC> S/N 052-003-00698-7 t - r'. 

YOUNG- WOMEN ANb^^MPLOYMENT, WHAT WE 
KNQW AND NEED TO KNOW ABOUT THE SCHOOL^' 
TO-WORK TRANSITION: REPORT' OF A CONFER- 
ENCE. Department of Labor, Women's Bureau. 1978. 91pp. 
$2.75 ea. . 

Source: GPO S/N 029-002-^52-5 

YOUTH SERVING THE COMMUNITY: REALISTIC 
PUBLIC SERVICE ROLES FOR YOUNG WORKER^. 
Department, of Labor. I979L 149pp. $4.75 ea. . . / 

• Source: GPO S/N O2?i000-00370-0 ' T ' . 

Presents informafio^ ou public service job projjec|s which 
are particularly sifltable or can be adapted for youth. 'De- 
scribes projects ill thcr following fields: heall;^, housing, en- 
vironment and conservation^ social services, public safety, 
public works, cultural and beautificatijon, education, eco- 



nomxc and commutilty development, and clerical and ad- 
ministrative work. : 
. . ■ '■ - ■ •■ •■. 

SCENES FROM THE WORKpLaGE. 23' min., i6MM ^ 
Film, Opt. Sd., Col. 1975. Rental $12.5b Sale $133.50 , 

Source: GSA/NAC Title No. 009872/RR ; ' 

Illustrates different grievances and how they are handled 
through eight situations taking place in various types of 
state and local public employment. .Involves processing 
grievances, identifying the real grievances .and determining 
remedies. Also discusses the language necessary \i) resolve 
the grievance in favor of the grievant or /nanagem^iriit, and 
. the relationship with agency rules, merit systems, and regu- 
lations. Cleared for non-sponsored TV. 

SUCCESSFUL SUPERVISION OF HANDICAPPED EM- 
PLOYEES. 328 2 X 2 Slides, Audiocasssette, Col. 1977. Sale 
$73.00, , : . ' 

Source: GSA/NAC Title No. 000755/RR ' 

Demonstrates supervisory pr'aclEtees . and. procedures which 
promote the efforts of selection and advancement of quali- 
fied handicapped individuals in the fede/al governmerrt. Dis- . 
cusses facts about •handicapi5ed persons, selective placement, 
job modification, and good supervisory practicfes. A 1 Day 
'Praining Package in six individual units. 8 Audjocassettes, 2 
^ track, mono, with audibfe advance and inaudible advance 
signals. Instructor's guid^ and student wqrkboAk included. 
Cleartd for T.V. / ' \ 

EMPLOYER-EMPLOYEE RIGHTS AND RESPONSI- 
BILITIES UNDER THE OCCUPATIONAL SAFETY AND 
HEALTH ACT. 62 min., 2x2 Slides, Audiocassette, gCol. 
1976. Sale $28.50 | ' ; . ^ 

Source: GSA/NAC Title No. 009862/RR 

Discusses the Occupational Safety and Health Act. and the 
rights .and responsibilities of both employer and employee. , 
* 50 Slides, 2 Audidcassettes, 2"-Track, Mono, with audible 
ai^maudible a'd.vance signals Instructor's manual included. 

EDUCATIONAL /OPPORTUNITIES FOR oIde:R PER- 
SONS. No, (OHDS) 79-20029. Fact Sheet. Department of 
Health, Educa^tjoti. and Welfare', Office of Human Develop- 
ment Services. 1973. 6pp. *. 

Source: HEW/HDS ^ , ^ 

Information f6r older perspnis seeking courses and edu9a- 
tional programs. Includes information ori Federal coopera- 
" tion, sources of fundjng fo^-e|ciucational programs for older 
persons, and available^niblica,tipns. • • ^ • , , 

\ •■'■■!•' ' '• ■■' ' ' r 

j^MERICAN PROFILE. Booklets. President's Committee. , 
. on Employment of the Haiidicapped^l 975. ^ * • 

Source: PCEH ' . V. 

These booklets are desijgned to assist government officials to 
establish rules and regulations which will permiil- handi- 
capped persons an equal" opportunity to compete. for jobs in. 
government. Useful for re&ruiters, selective placement pef- 
^Srf;:pnel and others working j^ith . the handicapped. ,Jhe fol- 
lowjjig titles are available:, 

What States are Doing (and Can Do) to ftire^e Haiidi- 
^ capped. 74pp. " : T ^ ' " 

What Cities and Counties ^ ar'fe Doing to -HiM^ Handi- ' 
capped People. 69pi). ' ! : " W 

JOB READY HANDICAPPED AMERICANS ARE FIND- 
ING MORE BUSINESS ACCEPTANCE. Reprint. Presi- J 
dent's Committee on Employment of the Handicapped- 
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Source: PCEH V : 

Article by .Carol Riggs reprinted from Dun,& Bradstreet 
Reports Magazine/ J&n.'FcK 1919, \ 

PREPARING FOR WORK. Booklet. President's Committee 
on Employment of the Handicapped: Government Printir 
Omce: 1979. J[7pp, . ; ^ . 

Source: ^rEH 



::lass teachers^ school guidance counsel- 
ecialists, families of mentally retarded 
ntally retarded young people. 

^^lIcemeij^t of mentally re- 

Bookl^.--' President's- Committee on 
e Handicapped. Government' Printing 



Source: 



r 



A giiide (o >pc' 
ors, work- tud; 
young pej)ple ar 

guide to jc 
Stored peg 

Employment o 
OfTice. 1977. 47i: 

- PCEH 

EXECUflVE DE/ELOPMENT ANb TRAINING ISSUES 
- GOVERNiyfENT AND INDUSTRY- A SERIES. 3-3/4 in. 
Videocassettes. 1976. Sale $281.50 

Source: GSA/NAC Title No. 008938/PF 

Presents discussions carried on by representative^, from me 
U.S. Civil Service Commission, The Social Security Admin- 
istration, and Martin Marietta Corporation. Discusses execu- 
tive' development, training programs, and mobility. Audi- 
ence: Executives and The Industrial Community. Leader's 
Guide included. Other Format Or Version 3 1/2 in. Video- 
tapes. J976. Sale $354.50. Title No. OQ§^68/PF.^ 

EXECUTIVE DEVELOPMENT AND TRAINING ISSUES 
. GOVERNMENT AND INDUSTRY, FT. 1, STRUp. 
TURED VERSUS UNSTRUCTURED APPROACHES. 20 
min., 1/2 in. Videotape, Col. 1976.. Sale $117.00 

Source: GSA/NAC Title Nb. 00894 1/PF 

pVjesents officials from the U.S. Civil Service Commission," 
The Social Security Administration, and TJie Martin Mar- 
ietta Corporation discussing formal and infor^nal approaches 
to executive development, using examples from the public 
and , private sectors. .Emphasizes that executive developrr^e.. 
is essential and should be consciou^ly.xplaaned by organiza- 
tions. Mobility is .also discussed along with alternatives Jtp . 
mobility. Leader'^ Quide includfed. From the Executive De- 
velopment and Training Issues - Government and Industry 
Series. Other 'Format(s). Version(^: -20 min. 3/4 in. Video- 
cassette,;^ Col. 1976. Sale $101.00. Title No. 008857/PF. 
P Leader's" Guide included. r 

/ ' r . .■ ^ ■ ' ■ A ^ 
EMPLOYMENT AND ITRAINING ADMINISTRATION 

* PUBUCA™N|S AVAILABJJE -FROM DEPARTMBNt 
' OF LABOR WAREHOUS^ 

• Labor, Emplo vment and Trj 
19ppf ': 

Source: DOl 3TA 



Jjitatog. Department of 
mg Administrationr 1978. 



MATCHING PERSONAL AND JOB CHARACTERIS- 
TICS. Bopk-::.. Kathy Wilson. Department of Labor, 
Bureau of Labor Statistics. 13pp. $1.25 ea. 
Soiirce: GPO S/N 029-TX) 1-02274-3. Also available from 
DOL/BLS. - ' ■ ■ ' ■ ^ 

A reprint firom the Fall ^1978 Occupational Outlook Quarter- ^ 
ly, the U.S. Department of Labor\ career guidance maga-^ 
zine. Listed and defined in this bookjetj are 23 occupatiorial-- 
characteristics and requirements w^ch are matched ini>the 
chart that follows with 281 ocptfpations chosen from the^ 
1978 " 79 Occupational Outlook HandbooL This table is" 



, designed as an explorator^^tool to help you compare per- 
sonal interests, capacities, abilities, and educational qualifica- 
tions with characteristics usually associated with an occupa- 
tion or group of occupations. 

PINION '"^Ar^ES ;^ND HOURS: LOCAL TRUCK- 
r iV " ■ ; i:D I iEL ISRS, JULY 1, 1977. Bulletin 2C 5. 
D r ; 1 / Labor Bureau of^Labor Statistics. 19J!^ 

tC- • 00 -a. ■■ ■ . . ■ ^' . 

^urct J] 

■ z E .■ou 
■:s ai. ? ■ 
:.000 . ' 
vided 
ually i 
t: -mially 
: res. Wl 
jse in c 
Bureau I 
ity inclu:. 



N 029'001-02285>^' * 

.abor Statistics- conducts surveys of wage 
: -time hours of work in selected cities of 
r.ts or more for specified crafts or jobs as 
r-management agreements. Th^y ace done 
onstruction and local transit industries and 
mting trades, local trucking, ^nd grocery 
ra.es and hours presented in this report are 
; ne first workday in July, as reported to the 
ppropriate lo^^aTyiabor organizations in each 
in the survey. . 



^ UI^ION GES AND BENEFITS: BUILDINti TRADES, 

PjULY 3, : '^X Bulletin 2038. Department of Labor, Bureau 

of Labor > : ::isti(:s. 1979. 153pp. $4.75' ea. ' 

Sourct:: JPG 1/N 029-001-02389-8 - 

This stu ; of construction wage rates was conducted in the 
Bureau's Office of Wages and Iilduiftrial Relations^ It pro- 
vides a riDrehsnsive account of the current study and 
includes :.;r.es of union wage rates for building trades* 
employee or 1907-78. . 

EMPLOYMiZOT REQUIREMENTS OF MASS TRANSIT. 
BLS Bulletin 1989. ETA R & D, Monograph 58. Depart- 
ment of Labor, Bureau of Labdr Statistics and Employment 
and Training Administration. 1978. 44pp. $2.30 ea. 

Source: GPO S/N 029-001-02211-5 

TheAureau of Labor Statistics, as part df its research or 
the*^ployment^ requifements of- Federal Programs. 
vicNVed Federal aid for mass traft^it^and selected the i 
chusetts E^^ Transportation Authority for a case i 

% ■ ' ■ _ 

TRIO FOE YOUTH. Booklet. Department of Labor, em- 
ployment ::nd Training Administration. 1979: 13pp. 

Source: E DL/ETA 



DUALITY AND FMPJ.OYME>ff\/{^ D 
Booklet. Department of Labor,' En\ploy- 
ng Administration. 1978. 60pp. 



INCOME ^INE 
Monogrcnjh ^6' 
ment an- Traim 

Source: DCL. Z 

This mcTiDgraT 
search jzid dc 
welfare 'i^ciricr: 
. by. whi^LT "^'e:; 

emplpy^i::.. 2ind . , 

result c: :raimin.;z programs, are examined. 



: is a review aijci'an?ilysis of over 50 re^ 
-Iogiiie«r' projects t^liich h£(% dealt syith 
3 ai^ the low-wage employeid. The process 
:ie recipients moVfe into**fiie ranks pfUhe 
:.:e extent to which Yhis is accoriiplish^d as a 



15 



EQUAL OP? ZP.TUNITY IN APPRENTICESHIP: A 
GUIDE P-OGRAM SPONSORS. Pamphlet.^ DepaiJ- 

ment c: liircr, Zmployment^aifa Training Administratipn. 

1979. I- 1. , ^- ' ■ - ' 
Source DC^/ETA . ' . ^ , 

Provides i brief explanation of the Department of Labor's 
equal empjc-ngieiij^^opportunijty regulations and exactly what 
they require. Tt Sso lists srfme activities supported by the 
Department that can help program sponsors reach their 
afrirmatjv«e-4iction goi/^ t ^ • 



tR^INING OPPORTUNITIES 

ry. Department of Labor, Emp^'^ •'jiit and Tra 
ministration. 1979. 48pp. ^ 

^nnrce: DOL/ETA 

directory provides a lis! vocations . • 
. J3 Job Corps centers locai:;c-. ih 42 stat:: 

jlumbia, and Puerto Rico, .'r^b Corps • .ci: 
" -lining, work experience, and jpQnselin 
nresidentjal basis. These faci.ities, pr. 
.tional courses , listed in this directo 
Lining adults and ' youth who are or 
J who need additional skills to sec; 
i e^1^jRoyment. 

JDEX TO INFORMATION. Quaric. 
of Personnel Management) Library. 

Source: OPM. 

Provides a complete listing of in 
the Office of Personnel Managemer 



3fi :red 
1, . Metric t of 
. iCi: intensive 
.esidential or 
ar.d the vo- 
ivailable for 
rk or school 
old meaning- 



jfiodical. Office 



available from 



UNION WAGES ^AND BENEFITS: BUILDING TRADES, 
JULY 3, 1978. Bulletin 2038. Department of Labor, Bureau 
of Labor Statistics. 1979. 153pp. $4.75 ea. • 

Source: GPO S/N 029-Ooi-02389-8 . ' 

* . 

This study of construction wage-rates was conducted in the 
Bureau's Office of Wages and Industrial Relations. It pro- 
vides a compriehensive account of the current study and 
includes inde;xes of union wage rates for bliildirig trades' 
employees for 1907-78. ' * . . 
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OFFJCE MANAGEMEN 

• ANALYS). 



PLANNING YOUR STAFFING : 
F R PERSONNEL WORKERS. 

a.; jment. 1977. 360pp. ill. $5.25 ^ji 

Sc jrce: GPO S/N 006-000-01020-. 



SCSprS t^ROM THE WORKFLAC^: . 16MM 
_ Film, Opt. Sd., Col. 1975. IJental S12.50 Sak :0 . ^ 

f Source: GSA/NAC Title No. 009872/RR 

Illustrates different grievances and I v they are '^landled 
through eight situations akiiig place in various types of 
state and "local ' pu"blic ^mployitient.* Ihvolves processing ^ 
grievances, identifying -the real gf^iev.ances and determining 
remedies. AlscTdiscusses the language necessary to resolve 
the grievance in favor of the grievant or management, artti^ 
' ythe relationship with agency rules, merit;«ystems, and yj^n- 
^lations. Cleared for^no.n-sponsored TV. 

GUIDE TO RECORD RETENTION REQUIREMEITS, 
, 1979. General Services Administration. Federal Register 
Office. 197?. $3.00 ea. ■• ^ ■ ^ -A 
Source: GPO S/N 02 2-003:009 8 5-0' ^N^ 

^ This useful reference tool" is designed. id i^sis: rusinessmen 
and the general public with their-frecord .;ee7-:ri: art^ con-r • 
tains more than 1000 digests (^tailirig :nc reteir. r^n periods 
for the many t^pes of' records rScjuirec. :o h .:epl uncer 
Federal laws. »^ ^ ' ^ ^ ^ 



A. 
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TRUCIC- 
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UNIGN \ AGES AND HOURS: 
DRIVERS ND HELPERS, JULY 1, : 

^ ^Depart mem ^{ Labor, Bureau of Lai::: 

108pp. $3.0(. -a. ^ V ^ ' . 

SourceivpPC S/N 029-601-02285-?!^. 

.The Bureau f Labor Statistics conducts su^e; of Wage 
r^tes and straight-time hours qf work in selectee, cities of 
100,000 inhabitants o^^more for specified crafts )X jobs as 
provided in k bo r- management agreements. They, are done ' 
annually in the construction ^nd local transit inaustries and 
biennially for printing tra des, loca l^ trucking, and grocery 
Stores. ^Wage ratesj'and hours presented in this report are 
those in effect the first workday in July, as reported, ta^the 
Bureau by the appropriate local labor organizations in each 
. city included in the survey. V V 
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9CATI0NAL EDUClATI 



DEVELOP.NJEN'^ OF IN- 
PROG RAMS (lEL FOR 
CATIONAL EDUCATIOl 
tion, and V/ .lfare, Office o 

' Source: \ S/N 017-080-: 

Addrr< specifics of t 

ijtrrr- relating ; 

iiL-ixru iH? in voc: 

the . the find:, 

state ' - .^:s. 



JALIZED Ei 

;:ANr!CAP^'" 

-epar:mc of ' 



ION 
VO- 

Educa- 

Z AO eii- 



iaws, provi 
the develc: 
tonn^ educa 
ocat 



^'es, 
at 



.TiVE A:.^r 

. TS. Depar 

of Educ: 



ANDI- 

tcation, ^ 
.80 ea, 



jcational 



LEASi ^TR 

cappe: /UC 

and We:.';r- C 

.^Source: GL'.. S/. . 017-080-0191. 

^ Describes the least restrictive ^alter:native t 
i — education of people wi^i handicaps. 

V . ' ' ^ ' " * * 

OCCUPATIONAL SAFETY^ AND HEALTH IN VOCA- 
TIONAL EDUCATION:. A -"UIDE FOR AD>^INISTRA- 
TORS, FACULTY, AND '^"^ 3uidcr :)epu: tm^nt 

bf Health, Hdu: ition, and - : . , Pub: . :;:h Service^ 
,^ationai institu.;; c: Occu: Safety : .„ H -alth. 1979. 

184ppHll. $4.25-ea. ^ - 

. Source: GP06/N.G 17-03:- ' " \ 

* **"• ■* > . - * 

llSTRODUCTiqN TO^ T :z; L ATICl At REHABILI- 
TATION PROCESS:^ "1;a1N: IG MANUAL. Depart- 
. ment of Health; Educatior. ^d V- ;ilfare, Social and Reha- 
^ bilif^tion Service Administraljon. 1576. 201pp. ill. $^.30 ea. 

Source: GPO S/N 017-061-00021-6 ^ ; 



setting up an education/train' 
lecting students; preparing ! 
tional training, and supporti\ 
sition to the work world, j 
I">^.udes a program evaluatic 
g.rari abstracts, and a sampling oi 



studies. 



P OUrprOOR* CLASS^^OOMS ON SCHOOL SITES. Depart ^ 
ment of Agriculture. 1976. 22pp. ill. $0.50 ea, - 



. Source: (5PO S/N 001.-000-01458-7. , ' 

' ' ' , ' * 

This book giVes' information on developmg an outdoor 

? classroom and includes many photographs" illustrating ideas • 
fop students in^ outdoor- class rdorhs. It contaim-^a|a3iJij(^^ 
that will be of special interest' to teachers and school admin- 
ist^^ators. ^ 

^ . 

DECISION POINTS IN DEVELOPING NEW PROD- 
UCTS. Small Business Administration. 1976. 64pp. ill. $1.50 

■ ea.;. ^ . ' ■ vV • . 

. Source: GP(^ S/N 045-000-0014.6-6 ^ 

IMPROVING OCCUPATIONAL PROGRAMS FOR THE 
HANDICAPPED. Department of Health, Education, and 
' Welfare, Office of Education. 1976. 227pn. ill. $2.8!5^ea. 

Source: GP0 S/N 017-08G^01637-1 - V 

Discusses practical method»^ for helping the handicapiied 



g^in employment. Advice is provided on: designing and 



\aEER EDUCATION AND VOCATION El 
:iON, SIMILARITIES AND CONTRASTS. :)arti 
Health, Education, and Welfare, Office of El . :aio; 
19pp. $l.lQea, 

Source: GPO S/N 017-080-01742-3 * 

OCCUPATIONAL TRAINING IN *v LECTED : 1 
WORKING INDUSTRIES, 1974: REfeQRT 

SURVEY OF SELECTED OCCUPA )NS. r :irtiT.; 

Labor, Bureau of Labor Statistic^. 52{v ill. -i. 

Source: GEO S/N 029-001-02127-5 

ON-THE-JOB TRAINING: CE: yp.C : RAM : -^-^ 
DQp'artment of Labor. Revised ;973. pp. ill. 

§Gurce: GPO S/N .029-000-00334^:-- 

VOCATIONAL/TEfCHNICAL: A SELEuT Li^T fX). 

GOVERNMENT PRODUCED AUDIO^ SUAE h ATER 
.ALS ^ 1978/79. Catalog; General Servic . Admin: stratioj 
^.Nat^orjal Audiovisual Center. -^1 ^79. 56pp. - - 

Source: GSA/NAC ' \ ' , . -* 

This Catalog features a. select List o/ avai lole rWfi^^^jXron. 
Jhe National Audiovisual Cer_ier on 'vocational anc tecntoi- 
cal* injtFUctio^n and training." Includes ore 2r/purc base ^prms. 

VOCATIONAL EDUCATlb:i AND TRAINING FOR 
THE NON-HANDICAPPED: A BIBLIOGRAPHY -WITH 
.ABSTRACTS. A. Young. National Technical Inform.ajton 
$eiMce.M^7§. 194pp, $28.00 e:i.. / ^ 

> Source: NTIS NTIS/PS-78/03 15 

Includedv are _evaluations of technical schobft. or curricula. 
The evaluations are developed from the standpoint of both 
the industry's and^the individual's need;; The reports ab- 
stracted cover programs aimed at ;he har.^ jore unemployed 
and the socially and economically^ disadvar acecL. 

BIBUOGRAPHY^^OF SECONDARY. M/.iERIALS FOR 
TEACHING HANDICAPPED ^TLDENfTS. President': 
Committee ^ Off Employment of ^ the Handicapped. 1979 
Approx. 30pp. ^ 

Source: PCEH , " 

Contains titles oKmaterials dealing with the delivery o: 
special educations, vocational educations, and industrial art£ 
servic^ to the handicapped. 
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DOZENS OF WAYS T6 MAKE IV^ONEY. 1 Casiette: 
90; 15/16 IPS.; 4 Track. RC. Yvonne Michie Horn.''Library 
qf Congress, National Library Service for 'the Blind and 
Physically. Handicapped. 1977, . * 



Source: LC/NLSBPH RC 1^2 . 

/i clever guide io money-m.akiAg^ntures; include^tips on 
becoming one's own boss, advertising, initial supplit s, iand 
methods of operation. For junior and senior ^Mgn r;aders.- 
' aalth. Education, artd Welfare, Officr f Education 1976; 

• p. ;•• ' . j.^ 
S- ce:HEW/OE 

: NIN(^ AND CONDUCTING A PROGRAM dP IN- 
S7T CriON :iN VOCATIONAL AGRICULTURE FOR 
r: ">^G FARMERS: SjifiCESTIONS FOR TEACHERS- 
J !L SCHOOL ADMINISTRATORS IN DEVEL0PII<4G 
"IDUCAtlONAL PROGRAMS FOR QUT-OF-SfcllOOt 

• Dung farmers. Department of Health, Edu(|;ation,. 
..nd Welfare, Office of Education. 1978. 81pp. 

So :::;:e: HEW/OE . ^ 

WOMEN IN VOCATIONAL EDUCATION. Evelyn R. 
Kay. Department of Health, Educatiofi, and Welfare, ^du-; 
cation Division. 1978. 9pp, $0.90 ea. * l ^ 

Source: GPO S/N 017-080-01895-1 ' , 



STEPS TOWARD SE^X EQUJTYJN VOCATIQNAL 
CATION: ^N INSERVICE TRAINING DESIGN. 



Kg-^ . Martha Matthews, and Shirky McGune. Department 



of ric;;-ith, Education, .and Welfgart, pffice -Of EdU 
1 978.^ 2.: pp.-' $4.50 ea, ^ N . • ^ \ ' ' ' 



/^Soufce: 



EJNEPX" 
SECOr-: 
TION£ 
DOE/r 
Office 
87pp. 

Source 



EDU-j 
Joyce 



RELAfED ACTIVITBEi^ II^TWo;yEA]i' jpOSTr 
ARY • VOCATldiPJAL TECHNICAL, INSTFTU- 
A REPRESENTATIVE SAMPLING BY STATg. 
0050. Ma:^e R. Crowell. Department of Elnergy, ' 
of Education, • Pusine^s and LaiJor' i^airs. ^9J^. 

• . / ^ V- V 

DOE/IIR 



ERIC, ITlS THAT EASY. 15 min., 3/4 in. Videocas^tte, 
2ol. 1978.1 Sale $50.00 

F'Durce: QSA/NAC Title No. AO 1306 



^ells .what , the Eric System is, and how it is u 
research /efforts. Audience: Educational and library, 
"^ormat^) or Versign(s): 15 anin., 1 in. Videotape, Col. 
-ttle I>fb. A019.77/PF. Sale $80.00, 



ERIC 



-PUBL; .iO: 
Labor I -.,0' iv- 

Sor 

men*. - . :'^ .. 

.-Sc. - ; ^ - 

'Ccr...uins o.' lisi 
diptcnin i;: not r::> 
emp /me:it or 

'MA7:nirNG FEl 
, tic:. Booklet."] 
■ ^ureau of Laber ^ 

Source: GPO S/; 
DDL BLS. 

A rcn/an'. th- 

zirie. s^c^:, :u.y 

charac: ^:ri<dcs .j... 
chart I.. at follow:. 



ND TRAININ(^ Aik 
/AILABLE FROM 

liSHOUSEk^ Catalog- 
and Training '•A^'^r 



r WOV CAN QUAL 
: OL GRADUATE/ 
2VLU of Labor Stat: 
Approx. 20pp. $1.7 
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KiksVf^gR MAG/JZINE. MorUhly^? F ^riodical. ' Depart- 
ment ofu^abor, Manp -/er Administratioi:.. SlS^SO/y^t. . 

Source:! GPO ^ ' • " . ^ 

^his is the official jourr.al x)f the ManpowenAdministration; 
• past '^issues have coXfer^ d topics^uch as Jjasic education, and 
job .training, 'public service jobs, technicaLpducajion ^nd 
careers in ind[ustry. 600k reviewa^nd'listrof publications 
.are ua^ally.included. 



This rcT^ort tfescribcs ^tjip. procedures and 'findings pf a peer- 
to^peer^iele\5hone information^exchanjje^betw^n the EdiicaV 
tion Progr^^s Di>fftiOn arid vario^: vocational-t^ohnical 
•* sc hofels^t hrougbout the U.^S. The pylrpose of the study was 
to .assess tfi^^ state of the art of- 'energy .education activities 
within 2-year post-seCondary education i(||stitutions. ; 

• • ' ^ ' i ' ■■ ■ 

PUT Wings on your career; 15 min.^ I6 mm Film, 
Opt, Sd., Col. 1978. Sale $87.00, * 

. .Source: GSA/N/fc Title. No^AOO 11 9/PF 

; illustrates the diversity of jobs associated with aviation 
maintenance both in gpvernmeftt and private industry! Qut- 
lines the' basic technica/ requirements and points interested 
people' in the right directiSn f6r more specific career infor- 
, matibi^ Audience: Secondary/schools, vocational schools, 
high schools, and junior highs.Scieared for TV.~ 1 



WORKLIFE. .Monthly Periocjical. Department of Labor^, 
' /Employment and "Training Administration. $15.30/year. 

Source: GPO / . . • 

This Ls the official journal of the Employment and Training 
■ Ad&iinistration/ Past issues have ^covered topics such 2^ 
nontraditional. jQbs exploration, older workers, CEt^, flexi- 
time and union apprenticeships. Book reviews and publica- 
tions* lists are ifsually included, . M- 

GUIDE FOR OCCUPATIONAL EXPLoi^TION. Depart-' 
ment of Labor, Employment and Training Administrs^on. 
1979. 71 5BP.$ 11.00 ea. 




Source: G?0 S/N 029-0 13-00080-: 

The guide has been designed to help meet the need for 
more information on occup^onal fields and occupational 
requirements."^ The guide is* intended for us^ both by voca- 
tional counselors and individuals thiemselyes to assist with 
caVeer and occupational exploration.' 

ANNU^il, EARNINGS AND EMPLOYIN^ENT PATTERNS 
OF Mr/AT© NONAGRICULTURAL .EMPLOYEES, 
1973-7r " ulletin 2031. Department of ''Laix)r, Bureau of 
Labc|^ ... stics."^1^79. 383pp. $7.50 ea.\. . * 

Sourc^ 3PO S/N 029-00^02386-3^ / . 
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This bulletin presents statistics on annual earnings and em-\| 
pioyment in the United States in 1973, 'l 974, and 1975. The 
' Bureau of Uabor Statistics developed the data from a 19^^ 
random sample of records of the Social Security Adminis- 
tration and the Railroad Retirem'ent Board. The data .pro- 
vide a more accurate ''picture of 'annual earnings and em- 
ploymeuj patterns by industry than is available from any 
other source. The dafa are the last available from the Social 
Security*' Administration and^^jrovide jiistorical continuity 
with the other pubhshed data m the series. 

' PUTTING AMJ;RIGA'S FUTURE TO WORK. Booklet. 

^Department ofLabor, Employment and Training Adminis- 
' , tration. 1979.. 20pp. * V . 

'Source: DOL/ETA.'*^ . . 

'«.-»• • 

This is the story of young people who are taking their first 
steps into the labor market, and it is the, story of govern- 
. . ment sponsored employment and training programs that aim 
to assist iind direct them during this difficult learning and 
adjustment period. 

•INCOME INEQUALITY AND EMPLOYMENT. R D 

' / Monograph 66. Booklet. Separtment of Labor, *Employ- 
njent and Tr2lining Administration. 1978. ^Opp. . • ^ 

Source: DOL/ET>^ / ^ v ^ ' ' "° 

Yhis in&nograpfh is a review a^nd analysis^ of oVer SO re- 
seai^ch and developijient projects which have dealt with; 
welfare^recipients and Xhe low-wBg^ employed!" The process^ 
bj^v^ which, welfare recipients mpve jnto the ranks of the 
employed, and the extent^to which this is accomplished as a 

• result of training programs, are examined. % *^ 

\ - ^ ■ ' 

CARPENTRY: A TRADE ^WORTh' LfARNIN^G 
- THROUTGH ^APPRENTICESHIP. Pamphlet. Department 
of^aborr Employment and /Trainirij^Ad ministration. . 

-V Source: DOLTETA ^ . ' .'^ ^ 

^igfmes the'j*ob of a carpenter and an^pprentic^ Lists the ' 
^ ( gGnefal qualificationfrHan'd term of a", carpet ry^^pppentice-^ 
' * ship. Destribes best \^y to enter an appre«ticesHip. } 

^ TRAINING OPpdRTUNITIES JN jfoB CORPS^ Directo- 
ry. Pepartmenl^ of Labor,^ Ernployrtient and Training Ad- 
ministration. 1979.48pp. 



/ 



HOMEMAKER PROGRAMS. Pepartment 
Women's bureau. 1979. 38pp. 



of -JLabor, 



So^irce: DOL/WB^ 



Source: DOL/ETA^ 
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This direotory ffrovides a Hst of vocational courses "offered 
at 103 Job Corps centers located in 42 states, the District of , 
Columbia, and Puerto Rico. Job Corps jprovjdes inf^hsive 
^ /*;^training, work experience,> aiid counseling on a residential or 
nonresidential basis.' These facilities, programs, and the vo- 
cational courses listed^ in this directory, are available for 
training adults ancf youth Avh^/^^re out of work or school . 
and who need additional skills to secure and hold meaning- 
ful employment. ' ■ 

RESOURCES IN VOCATIONAL EDUCATION. Bi-month- ' 
< ly Periodical. National ^Center for Research in Vocational 
Education. $3^.00/yr. ' C * 

Source: NCRVE - . 

Includes abstn^cts of research, instructional, and other mate^ , 
5^ . rials in vocational and technical ediicatfon, and abstracts of 
- funded proposals. The full texts of most documents an- 
^ nounced in this publication are available in microfiche or 

hard copy from ERIC. * , 

^ (^^ A GUIDE TO* COORDINATING CETa'/VoCATIONAL 

^ ?:ducation legislation affecting displaced 



INDUSTRY WAGE .SURVEY: COMPUTER AND DATA 
PROCESSING SERVICES, MARCH 1978. Bulletin 2028. 
Department of Labor, Bureau of Labor Statistics. 1979. 
51pp. $2.50 ea. 

Source: GPO S/N 029-001-02319-7 / , 

This bulletin summarizes the results of a* first-time Bureau of , 
Labor Statistics survey of occupational wages and supple- 
mentary benefits in the computer and data' processing serv- 
ices industries in March^l9y8. ' / . . y 

OCCUPATIONAL TRAINIpife GUIDE. ET Handbook No. 
325. Department of Labor, Employment am} Training Ad- 
ministration. 1976. Approx. 100pp. ; 

Source: 60L/ETA \' " " ^ 

The purpose of this guide is to assist Job CorpS instructors 
in establishing coordinated traii^ii^g programs by providing 

^.procedures and guidelines to: analyze vocational curricula • 
so that they reflect training recjjiirements, plan, implement,^ 

' evaluate and, when jiecessary, modify the training. 

^Yl^ERGIST. Periodical. Action^s ' National ^ Center']|pr 
Service - Learning. $5.00/year. " 

Source: GPO.^Also a^^ailablfe from ACTION. /-^— \ 

Thre^ times a year' the Nalional CenteF for Service-Learnl 
ing publisfies Synergist a 56 page technical journal for edu} 
catprs who work with programs that integrate course work 
and community service. ^Synergist aims' io demonstrate hpw^ 
service-learning in general, , innovative projects and pro- 
grams in particular, ihiprpve, the quality of life for the leasl^ 
- privileged .members" of society, and^the qOality &f learning" 
for. ^11 sifilcients. ;The 35,000 readers'^incliide secondary and. " 
pQst-secohdary^j^dmihistrators arid teachers' us 'well as those 
involved in^social^ffaVig^' uctivifie^ \p ttlfe United Slates atjcl^ 

* 57 othJr countries. Indexes ^b? Sytiemst are available. forVli 
^ years of publication aS are reprints of seleotdd articlesyThe 

Synergist and all NCSL resource materials are free. Librar- 
ies' and proTit-making institutions must pay the subscription 
4^fee. ■ : », '■ " ^ ■ ' ■ . 

* JOBS FOR WHICH APPRENTICESlilPS ARE AVAIL.^ 
'BLE. Booklet: Department of Labor, Bureau of Labor Sta- 
tistics. 1976. j^pprox. 15pp. ^ 

Source: DOL/BLS 

-Lists occupations, qualifications and training<-tftid empioy- 
xment trends to 1985. 



JOBS FOR WHICH YOU 
SOME COLLEGE OR SPE 

ph^lfet. Department oW-al5m', 
197Jt^pprok. 20pp. $1.75 ea. 

Source: GPO S/N 029-001-02450-9 



PROBABLY WILL NEE^^ 
ZEP "training. Pam- 
Bureau ,of Labor Statistics. 



Presents a lis! of occupations for which^college, technical, 
or specialized traihing is required. It highllights the training 
requirements and employment dutiook for each. 

* NATIONAL APPRENTICESHIP AND TRAINING 

STANDARDlS^Booklet. Deoartment of Labor, Employment 
and Training Administratio^. 1978^, • • ' i . 

, Source: DOL/ETA ' > = / 

^This is a series of booklets on standards for the foltewing 
(^ccupations: ^uto body repair and painting, automc/tive ma- . 



e/tf 



chinist, bricklaying, glaziers and glassworkers, lathing, oper- 
ating engineers, plumbing and steamfitting/pipefitting, truck 
body and trailer mechanic, and vendin^t^achine mechanics. 
Standards for the Grdphic Arts Internalional Union, the 
American Public Works Association, and the United Auto 
Workers are also available. 



PUBLICATIONS OF THE WOMEN»S BUREAU. Leaflet 
10. Department of Labor, Women's Bureau. 1979. 9pp.* 

Source; DOL/WB , , 
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CAF^EER EDUCATION 



CAREERS IN COMMUNICATIONS MEDIA. Guidebook. 
Department, of Health, Education, arid Welfare, Office of 
Education. 1975. 288p.p. ill. $5.60 ea. / ^ 

Source: GPOS/ND17-080-014«1§?3 'J.' _ 

Guidelines for insfrGctors organizing courses for caree^ex- * 
ploration. in ^communications; provides descriptions of v^r- 
icjjis occupations ii^ the communj^tions field and assistance 
' in career planning. ' ^ " , , 

HAVE YOU CONSIDERED A HEALTH'^CAREER? De- 
partment of Healths Edacation, and Welfare, P^ublic Health 



Special needs populations in educational and employment 
settings include the handicapped, and those who have aca-^ 
demic, socio-economic, cultural, or other disadvantages' 
which prevent them from being successful in traditiomal and 
regritar occupational programs. . . 



Service. 1?77. 27pp, $0.55 ea. 
Source: GPO S/N 017-022-00524-7 



uljlicH 



POLICE SELECTION AND &AJRfeER ASSESSMENT. De; 
partment oT Justice. '•1976..^|9%r ill. $4.00 ea.* * 

Source: GPO S/N O27^0(fe-O0390-V * • 

" • • • 

PUBLIC SERVICE 0CCUPATI03JS. Guidebooks. Depart- * 
ment of Health, Education, and Welfare, pffice of Educa- 
tion. 1975, - ^ 

Source: GPO . ^ 

. A serie^ of six curriculum guides in public^tfyice occupa- 
tion^ are available: , ' ( -' ^''ijr) 

Admini^^inl Public Service Gccupatldhs, An Imple- 
. mentation Guide. , 176pp. $2.95 ea. S/N 017-080- 
^, . 01447-5. . ^ 

'Exploration (Jf Public Service 'Occupations,* An ImfHe- 
mentation Guide. 296pp. $3:70 ea. S/N 017-080- 
. 01432-7. f"^ .^ 

Preparing For PudHc Service Occupations, Common 
- Core, CurticulumXGuide. 214pp. $2.90^ea. S/N 017- 

080-01433-5. / I ^ 
Preparing For Pulzlic Service Occupations, ^Educational 
Service, Curriculum Guide. 172pp. $3.05 ea. S/N 017- 
. .080-01435-1. 
Preparing For Public Service Occupations, Law Enforce- 
^ merit Services, Curriculum Guide. 134pp. $2.10 ea. S/ 

NOir-080-01436-0. .\' 
fi ^ Preparing For Public Service Occupations, Social Serv- 
ices, Curriculum Guide. 40pp. $2.20 ea. S/N 017-080- 
01434-3. / ^ • 

FROM AIDE TO TEACHER, THE STORY OF "rilE 
CAREER OPPORTUNITIES PROGRAM. Departirfent of 
Health, Education, aiid Welfare, Office of Education, rl 977. 
2§pp. $3.00 ea. . ' . 

Source: GPO S/N^17-080;01566-8 ^ - - * , 

. ■ . ** •*•*■.■ 

GUIDANCE NEEDS OF SPEQAL POPJJLATIQgfS. De- 
partment of Health, Education, and Welfare, Office of Edu- 
cation. 1979. 28pp. $1.50 ea. - • 

Source: GPO S/N 017-080-01969- 
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JOB etACEMENT AND ADJUSTMENT OF THE 
HANDICAPPED: AN ANNOTATE^ BIBLIOGRAPHY. 

Depar^meat of Health, Education, and .\Yelfare, Office of 
Education. 1979t 24pp.''^l. 40 ea. . / ^ ^ 

Sottrce: GPO S/N 017-080-01970-1 X 
•This bibliograpljji^was produced to assist Special educators 
aod vocational educators' in obtaining Jnformatioi^. on the 
iob placement and career adjustment of "varioife K*lndi- 
cap^ed populations. ' / ^ 

CAREER CHOICES, WORKING TpWARD A BETTER 
ENVIRONMENT, Environmental Protection Agency. 1977. 
I5pp, ill. $0.35 ea. 

Source: GPO S/N '()55-00a-001 58-8 ^ 

ADULT WORK >SKILLS AND KNOWLEDGE: SELECT- 
ED RESULTS FROM .THE HRST NATK)NAL ASSESS- 
MENT OF CAREER AND OCCUPATIONAL DEVELOP- 
MENT. Department of Health, Education, and Welfare, 
Office of Education: 1976. 70pp. $1.50^a. 

Sour€e:^JlEW/OE. 

Th^ findings of a survey examining the work related skills 
a§l knowledge of American adults, ages 26-35. The skills 
assessed are basic to many employment situations and re- 
sults are analyzed for various groups within the national 
popvllation. 

CAREER DEVELOPMENT NEEDS OF ADULTS: HOW 
TO IMPROVE CAREfR DEVELOPMENT PRpGRAMS. 

Department of Health, Education, and Welfare, Office of 

Education. 1977. 58pp. ill. $2.10 e4. . ^ 

Source: GPO S/N 017-080-01787-3 . ' ' . 

Career education of* adults. Department 
Health, Education, and Welfarie, Office of Education. -W7 7. 
73pp. $2.20 ea. . « 

Source: GPO S/N 017-080-01736-9 . 

Condenses current ^ata concerning the disposition of Adult 
and Continuing ^Education .in ^e United States. Examines 
adult pa^ipation in career education, surtfmarizes adult 
learning n^ds, reviews developments ih liigher education, 
^d makes several ^recommendations'. 

FUTURE FARMERS OF AMERICA AND CARl^ER EDU- 
CATION. Dlpartm^nt of Health, Edacatioit> and Welfare, 
Office of Education. 1979. $1*.50 ea. ^ ^' 

Source: GPO S/N 01 7-080-01 922- 
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s CAREER EDUCATION TEACHING LEARNING PROC- 
ESS. Barbara Preli. Department of Health, Education, and 
Welfare, Office of Education. 1978. 33pp. ill. $1.50 ea. - 

Source: GPO S/N 017-080-01849-7 

A n\onograph emphasizing jhe ways in whi^ career educa- 
tion helps students learn more instructional ^ontent. 

INTEGRATING CAREER EDUCX^ION flVTO; TEACH- 
ER PREPARATION, IMPLEMENTAlJpN GUIDE FOR 
COIXEGE/UNIVERSITY USE. *^Departm'ent of Health, 
Ed^ation, affd .Welfare, Office of EduCatipn. 1976- 130pp. 
ill. $V.95fe^. ' if- . 

Source: GPO S/N 017-080^1577 



K - 12 CLASSROOM TEACHERS AND CAREER EDU- 
CATION: THE BEAUTIFUL PEOPLE. Deparfment of 
. • 'Health, Education, and Welfare. Office of Education. 1976. 
35pp. $0.90 ea. ■ ' \ . ' . 

X .SQimier GPO '^N 017-080*1^7-4 

Pfovide§ spe<:ific examples of career education in the class-. 

/ TEACHER^ND^AI^ER EDUCATION. Department of 
Health, Education, and Welfare, Office of Education. ;1976. 
p.' . 35pp. $0.70 ea. ' ' 

Source: GPO S/N 017-080-01618-4' ' ^ 

• A set of 4 papers discu^siqg .theycrutial importance of the 
■ classroom teacher to carefef-educat ion. 

SPEECH PATI^OLOGY AND AUDIOLOGY: M^POW- 
ER.RBSOURCES AND needs. Department of Health. 
Education, and Welfare, Public Health Service, National 
^ 'Institute of Neurological Disorders and Stroke. 1977:. 97pp. 
Mil. $2.40 oa. V 

Source: GPO S/N*'017-049-0OOS5.2" . 

Describes the* demograprtgj and professional ^characteristics 
of the speech pathology/audiology work force aind those 
studems currently in »training; identifies current patterns' of 
manpower utilization; estimates the^eed for additi6nal 
^ 'ispeech pathologists and audiologjsts in'^he area of teaching 
research and client care throu^h^l^5; recommends appro- 

* priate goals for meeting the needs of the communicatively 
handicapped; and suggests means for meeting these goals. 

J 



Each listing provides ^a title, author, distributor, 'format, 
price,^ abstract, and source. . \- ^ . 

WOMEN'S AMERICAN^ ORT AND CAREER EDUCA- 
TIO>t>» Pamphlet/bepartment of Health, Education, and 
Well^'re, Office of Education. 1978>20pFi. $1.50 ea. 

Source: GPO S/N 017-080-01904-3 

Provides a basic understanding of Women's American ORTT 
(Organization of Rehabij^tation Through Training) and out-' 
lines ways it can be utilized to further the concept^ of career 
education as a collaborative community eff<>rt. - 

ADVANCED " .MERAU EDUCATION PROGRAM: 
HIGH;§CHOuL SELf' STUDY; PROGRAM: Department 
of Labor. Rev. 1977, 4^5pp. ill. !&fC)l,(}0^da7 

Source: GPO S/N 029-000-00340-8 ' 

. This program is designed to\he^, prepare adult studelpts 
with • the information, concept^, ' and general knowledge 
needed to pass.the Amenpan Codncil on Education's Test 
of QeneVal Eaucati0ndr^Development-> (GED) for ITigh 

-•'school equivalency certificationr Th^|kSt conii^s of^ l26 
bQoklets and *0ne Torm; 126 vofumesMpld only as a set. 
-> • • ' ■ 

CAREER EDUCATION AND / BASIC ACADEMIC 
ACHIEVEMENT, A DESCRIPTIVIE ANALYSIS OT' THE 

;RESEAHCH, Department of Health, Education, awJ WeN^ 
fare. Office of Education. 1977. 143pp. $2.75 ea. • 

Source: G ?0 S/N 017-680-01726-2 ^ ' ^ v 

CAREISIi EDUCATION A^TD* HUMAN SERVICES De- 

pd^trTU^nt f Healthy Educatiorf,*and Welfare, Office of Edu- 
cation H " 7. 23pp. $1.30 ea. " V \ ■ 

Source: C ?0 S/N 017-080-01741-5 



dAREER EDUCATION An\) THE BUSINESS-LABOR- 
INDUSTRY COMMUNITY. Department of Health; Edu- 
cation, and Welfare, Office of Education. 1976. 22pp. . $0.45 • 

ea. • ■ ' .• • ^ 

Source: GPO S/N Or7.080-01613-3 ^ 

■ ■ * • 

CAREER EDUCATION AND THE COMPREIfENSIVE., 

EMPLOYMENT TRAINING ACT. Department of Health, 

. Education,* "and Welfare, Office of Education. 1978. 56pp. 

$2.30 ea. ; • ' . , . ' . 

'sourae:'aPO S/N 017-080-01862^ / 

Traces the role of youth in pre-CETA Manpower Programs 
and in CETA to 1977, and makes some recommendations 
. for linking career education-to current youth employment 
policie^. V 

^ . - ♦ ■' • ^. 
CAREER EDUCATION ANDv VOCATIONAL EDUCA- 
^ON, SIMILARITIES ANp CONTRASTS. Department of 
HealtR Education, and Welfare," Office of Education. 4977.* , 
19^p. $1.10 ea. . . . . 

Source: GPO S/N 017-080-01742-3 \ 

CAREER EDUCATION FOR SPEOAL POPULATIONS. 

Department of Health, Education, and Welfare, Office of 
Education. 1976. 21pp. $0.45 e^i. 

Source: GPO S/N 017-080-01612-5 

CAREER EDUCATION IN PUBLIC SCHOOLS, 1974-75: 
A "NATIONAL SURVEY. Department of Health, Educa- 
tion, and Welfare, Office of Eduction. -1976. 325pp. ill. 
$4.00^ea. ;. ■ ' ' ' ■/ 

S'oufce: GPO S/N 017-080-01560-9 J» / ' . ' 



CURRENT.STATE OF CARE^i EDUCATION AT THE 
POSr^SECONDARY LEVEL. Department of Health, Edu- 
cation, and Welfare, Office of Education. 1977. 1 15pp'i,$2.75 
ea!" , / • 

Source: GPO S/N 017-080-01734-2 ^ 

Presents an overview of how American colleges and univer- 
sities perceive and practice career education, together with 
a series of recommendations for further implementation of 
the carreer education concept at this level. 

TWO STUDIES ON THE ROLE OF BUSINESS KSp' 
INDUSTRY AND LABOR PARTIOPATION IN CAREER 
EDUCATION. Department pf Health, Education, and WeP^: 
fare. Office of Education. 1977. 120pp. $2.75 ea.^ . 

Source: GPO S/n\i 7-080^ 1737-7 ' 

RESOURCES IN WOMEN'S EDUCATION EQUITY, 
NONPRINT MEbul^ MATERIALS. Department of 
Health, Education, and Welfare, Office of Ed ucgition. 1978. 
243t)p. $4.25 ea. > 



Source: GPO S/N 017-080-01836-5 
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CAREER EDUCATION: WHAT PROOF DO^VE HAVE 
THAT IT WORKS? REPORT OF A PANEL SESSION OF 
THE COMMISSIONER'S NATIONAL CONFERENCE 
ON CAREER EDUCATION, HOUSTON, TEXAS, NO- 
VEMBER 8, 1976, Department of H^lth, Education, and 
Welfare, Office of Education.] 1977. 64pp. ill. $2.10 ea. 

Source: GPO S/N 017-08^1785-7 

CAREER OPPORTUNiriES? IN THE ELECTRIC 
POWER AND GAS UTILITIES INDUSTRIES. Depart- 
ment of bSbor. 1978. 136pp. HI. $3.25 ea. 

Source: GPO S/N 029-000-00341-6 

COMMUNITY RESOURCES FOR CAREER EDUCA- 
TION. Department of Health, Education, and Welfare^ 
Oifficfe of Education. 1976. 30pp. $0.55 ea. ^ 

Source: GPO S/N 017-080-01615-0 

y 

DEALING WITH FUTURES, CAREER EDUCATION 
MATERIALS FOR STUDENTS, PARENTS, AND EDU- 
CATORS: A BIBLIOGRAPHY BASED ON THE ACQUI- 
SmONS OF THE EDUCATIONAL MATERULS 
CENTER. Department of Health, Education, and Welfare, 
Office of .Education. 1977. 20pp. $1.00 ea. 

Source(j^PO S/N 017-080-01721-1 

HEALTH CAREERS GUIDEBOOK. Department of Labor. 
Revise^ 1979. 221pp. ill. $5.25 ea. 

Source: GPO S/N 029-tXX)-00343-2 , ' 



INTRODUCTION TO CAREER EDUCATION: A^ 
POLICY PAPER OF THE UNITED STATES OFFICE OF 
EDUCATION. Department of Health, Educiation, and Wei- 
Tare, Office of Education. 1975. 40pp. $ 1.05 ea. : ; 

Source: GPO S/N 017-080-01388-6 - 

KEY RESOURCES IN CAREER EDUCATION: AN AN- 
NOTATED GUIDE. Department of Health, Education, and 
Welfare,>Office of Education. 1976. 40?pp. iU. $5.75 ea. 

Source: GPO S/N 017-080-0~l 667-2 • . ■ . . / ' * V 

PRIMER FOR CAREER EDUCATION. Department of 
Health, Education, and Welfare, Office of Education. 1977. 
39pp. $1.50 ea. 

Source: GPO S/N 017-080-01752-1 

REHNING THE CAREER EDliCATION CONCEPT, De- 
partment of Health, Education, and Welfare, Office of Edu- 
cation. 

Source: GPO . 

Comprised of two booklets: 

Part 1. 1976. 47pp. $0.75 ea. S/N 017-080-01610-9 
Part 2. 1977, 32pp. $1.50 ea. S/N 017-080-01739-3. 

SCHOOL COUNSELOR AND CAREER EDUCATION? 
Pamphlet. Department of Health, Education, and WeMare, 
Office of Education. 1976. 27p£.> $0.55 ea. ' 

Source: GPO S/N 017-0g0^0i528-5 

YEDJ^ AND CAREER EDUCATION. Department of 
Health, Education, and Welfare, Office of Education. 1978. 
42pp: $2:10 ea. . , 

Source; GP0 S/N 017-080-01889-6 ^ 

Outlines the;.4'esults of two mini-c6nferences concerning the 
Youth* Employment and Demonstration Projects Act and 
Career Education. 



DOOR/TO THE FUTURE: CAREERS FOR WOMEN. Der 

partihent of the Interior, Office of the Secretary. Govern- 
ment Printing Office/1978. 58pp. ilh 

Source: DOI/PA * 

This publication illustrates a broad spectrum of careers that : 
are aVail^e to woqien at the EJeymment of the Interior in 
the science^^igineering, and othar professional areas. 

SELECTED U. S. GOVERNMENT AUDIOVISUAIJS: 
CAREER EDUCATION. Catalog. General Services Admin- 
istration, National Audiovisual Center. 1977. Approx. 20pp. 

Source: GSA/NAC 

This catalog lists audiovisual materials which are available 
from the National Audiovisual Center. Included are order/ 
pu];;chase forms. 

VOCATIONAL/TECHNICAL: A SELECT LIST OF U. S, 
GOVERNMENT PRODUCED AUDIOVISUAL MATERI- 
ALS - 197i8/79. Catalog. General Services Administration, 
National Audiovisual Center, 1979. 56pp. * 

Source: GSA/NAC 

This catalog features a select list of available materials from 
the National Audiovisual Center on vocat^nal and techni- 
cal instruction and training. Includes order/purchase forms. 

GUIDE TP FEDERAL AVIATION ADMINISTRATION 
PUBLICATIONS. Report No, FAA-APA-PG-2. Depart- 
ment of Transportation, Federal Aviation Administration. 
Gipvemment Printing Offi9e. 1979. 51pp.' 

Source: obT/FAA . 

. *. " 
The FAA publishes numerous documents dealing with a 
variety 'of subjects from regulations on aviation safety to 
carrier guidance 'materials designed to enrich aviation •cur- 
rictUa and promote interest in aviation careers. Many of 
these publications are of interest to the general public as 
well as to the aviation community, 

BIBLIOGRAPHY ON CAREER EDUCATION. Linda Hall 
and Sidney C.High, Jr. Department of Health, Education, 
and Welfare, Office of Education. 1979. 68pp, '$3.25 ea. 

Source: GPO §/N 017-080-02059-9 

It is hoped that this bibliography will be usef^.to persons 
interested in familiarizing themselves with the career educa- 
tion concept and with some emerging techniques for the 
implementation of career education programs.^ y 

DENTAL ASSISllNG « A CAREER ON THE MOVE. 

HRAp8-40, Department of Health, Education, -and Welfare, 
Hegjm Resources Administration.. 1978. 

Source: HEW/HRA ■ r ^ ^ 



This publication can be used in recruitment efforts 
contains information about careers in dental assisting. . 



and 



OCCUPATIONAL EDUCATION: ENROLLMENTS AND 
PROGRAMS IN NONCOLLEGIATE POST-SECOND- 
ARY SCHOOLS 1976. Department of Health, Education, 
aifd Welfare, Office of Education. 1978, 42pp, $1,70 ea. 

Source: GPO S/N 017-080-01884-5 

Analyses and appendix^d tabular data. 

JIANDBOOK FOR PROFESSIONAL DEVELOPIVlfeNT 
N HUMAN SERVICES. Handbook. Department of 
Health, Educgition, and Welfare, Office of Education. 1979. 
205pp. $425 ea?i' y 

Source: Gpdf S/N 017-080-02007-6 
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\ Presents curricular modules and^ professional development 
units that represent basic tools foV the contemporary prac-' 
tices.of career education and human services. 

CAREERS IN HEALTH: THE PROFESSIONALS GIVE 
, YOU THE INSIDE PICTURE lABOUT THEIR JOBS. 2 

cassettes: C-90; 15/16 IPS; '4 Tra^^c. RC; Barbara Zimmer- 
man and David B. Smith. Library of Congress, National 
Library Service for the Blind and Physically Handicapped. 
1978. 

Source: LC/NLSBPH RC 13525 . 

Dramatic vignettes present the activities,, problems, respon-* 
sibilities, and satisfactions-of a wide variety of health occu- 
pations. Includes such relatively new occupations as physi- 
cian's assistant and emergency medical technician. For high 
school and adult readers. 

a . .■ • • • • • 

JOBS IN RECliEATION. 1 V. 28 x 28 cmV'Handqopied, 
, « Grade 2. Br. Milter C. ^chatz and Carl M. Tausig. library 
^"^^^w of Congress, National Library Service for the Blipd and 

Physically Handicapped. 1977. 

Source:^b€/NLSBPH BRA 14139 

Introduces various careers available in the field of recrea- 
tion including park ranger, recreation therapist, landscape 
. architect^ travel agent, hotel manager, and others. 

A PRIMER FOR? CAREER EDUCATION. Kenneth B. 
' Hoyt. Department of Health, Education, and Welfare, 
Office of Education. 1977. 39pp. $1.50 ea. 

Source: HEW/OE . 

SELECTED PUBLICATIONS ON ENERGY. Department 
of Energy, Office of Legislative. AfTairs. 1979.3pp. 

Source: DOE/PA 

^his publication contains a listing of books, pamphlets, cur- 
riculum guides, posters, and stickers on energy efficiency 
for teachers, students and consumers. . 

DIRECTIONS IN CAREER EDUCATION: QUESTIONS 
PEOPLE Ask ABOUT EDUCATION AND WORK. 

Nancy Bridgeford, Marilyn Clarks, and Larry McClure. 
Department of Health, Education, and Welfare, Educational 
Resources Information Center. 1^77. 288pp. 

So^irce: ERIC 

DENTAL ASSISTING: A CAREER ON THE MOVE. De- 
partment of Health. Education, and Welfare, Public Health 
Service. 1978. 7pp: ill. * . 

Source: H^W/PHS ; r. 

LOOKING UP TO 'VOUR AVIATION CAREER/ 14 min., 
16. MM Film, Opt. Sd:, Col. 1979, 

Source: GSA/NAC Title No. A01285/PR . 

^" Describes the more than 60 different career opportunities 
. which aviation offers foiOpeople with different aptitudes,, 
•^^kills, and educational hdfckgpounds. Illustrates how cjareers 
in aviation present a wide-ranging opportunity for achieve- 
liient, chalkfl^, responsibility, and fun. Audience: General 
Aiidience. Cleared for TV. 

PUT WINGS ON YOUR CAREER. 15 min., 16 MM Film, 
Opt. Sd., Col. 1978. Sale $87.00 

Source: GSA/NAC Title No. A00H9/^F 

Illustrates the diversity of jobs associated with aviation 
maintenance both in government and private industry. Out-. 



lines ' the basic technical requirements and points interested 
people in the right direction for more specific career infor- 
msktion. Audience: Secondary schools, vocational schools, 
schools, and junior highs. Cleared for TV. 



ERIC/ 



24 



CHANCE TO BE,. A. 30 min., 3/4 in. Videocassette, Col. 
1977. Sale $100.00 

Source: GSA/NAC Title No. A00672/PF 

Focuses on Career Education Programs for women, minor- 
ities, the handicapped, and the gifted ana talented. Em[)ha- 
sizes the needs of the programs for these special populations 
whose options have been limited. Describes four programs: 
Project Equality of Seattle, !WA; Urban Career Education, 
Philadelphia, PA; The World of Work,- Warren, Oh; and 
' The Center for Career Education in the Arts, Providence, 
RI. Audience: General audience, school administrators, par- 
ents, teachers. Cleared for TV. Other Format(s) or 
Version(s): 30 min., 16 MM Film, Opt. Sd., Col. 1977. 
Rental $12.50 Sale $174.00. Title No. A00671/PF 

EMPLOYMENT AND TRAINING ADMINISTRATION 
PUBLICATIONS. AVAILABLE FROM DEPARTMI 
OF LABOR WAREHOUSE. Catalog. Department" j&f 
Labor, Employment and Training Administration. 19/8. 
19pp. 

Source: DOL/ETA . 

"-^^^fSm HOMEMAKING TO MONEYMAKING. Depart- 
ment of Labor, Bureau of Labor Statistics. Governpient 
Printing Office. 1978. 15pp. 

Source: DOL/BLS . " 

Reprinted from the Winter, 1978 issue of Occupational Out- 
' look Quarterly, \ ' 

MATCHING PERSONAL AND JOB CHARACTERIS- 
TICS. Booklet. Kathy Wilson. Department of Labor, 
Bureau of Labor Statistics. 13pp. $1.25 ea. 

Source: GPO.S/N 029-001-02274-3. Also available from 
DOL/BLS. I 

A reprint from the Fall 1978 Occupational Outlook Quarter- 
ly, the U.S. Department of Labor's career guidance maga- 
zine, Listed and defined in this booklet are 23 occupational 
characteristics and requirements which are matched in the 
chart that follows with 281. occupations chosen from the 
.1978 - 79 Occupational Outlook Handbook, This table is 
designed as an exploratory tool to help you compare per- 
sonal interests, capacities, abilities, and educatiotial qualifica- 
tions with'characteristics usually associated with an occupa- 
tion or group of^^cupations. 

POLICE EMPLOYMENT OPPORTUNITIES. Booklet. 
Department of Labor, Employment and Training Adminis- 
tration. Government Printiijg Office. 1977^ j 5pp. 

Source: DOL/^TA 

Reports on a survey of job. opportunities in 2,440 police 
agencies.. / 

MANPOWER MAGAZINE. Monthly Periodical. Depart- 
ment of Labor, Manpower Administration." $15.30/year. 

Source: GPO . ' 

. This is the official journal of the Manpower Administration; 
past isscf^s have covered topics such as basic education and 
job training, public service jobs, technical education and 
careers in "industry.. Book reviews and lists of publications 
• are usually included. * 
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WORKLIFE. Monthly Periodical. Department of Labor, 
Employment and Training Administration. $15.30/year. 

Soury^GPO . . 

This is the official journal of the Employment and Training 
Administration. Past issues have covered topics such as 
nontraditional jobs exploration, older workers, CETA, flexi- 
tipie and union apprenticeships. Book reviews and publica- 
tions' lists are usually included. 

\jJAL CAREERS, A LONGITUDINAL STUDY OF THE 
LABOR MARKET EXPERIENCE OF WOMEN. Manpow- 
er R & D Monograpli 21. Department of Labor, Manpower 
Administration. ^ - 

Source: GPO 

This 'report is composed of the following three volumes: 

Volume 1, $3.55 ea. 
• Volume 2, $2.10 ea. 

Volume 3. 1975. 191pp. $2.65 ea. S/N 029-000-00247-9. 

"In early 1965, the Center for Human Research, under a 
contract vyith the Department of *Labor, began the 
planning of longitudinal studies of the labor market 
experience of four subsets of the U. S. population. The 
above three volumes focus on the older group of 
women. ^ 

GUIDE FOR OCCUPATIONAL EXPLORATION. Depart- 
ment of Labor, Employment and Training Administration. 
1979. 715pp. $11.(X) ea. 

: Source: GPO S/N 029-013-00080-2 

The guide has been designed to help meet the need for . 
more information oi) occupational fields and occupational 
requirements. The guide is intended for use both by voca- 
tional counselors and individuals themselves to assist with 
career and occupational exploration. ^ ** 

EMPLOYMENT REQUIREMENTS OF MASS TRANSIT. 
BLS Bulletin 1989. ETA R&D Monograph 58. Depart- 
ment of Labor, Bureau of Labor Statistics and Employment 
and Training Administration. 1978. 44pp. $2.30 ea. 

Source: GPO S/N 029-001-02211-5 

he Bureau of Labor Statistics, as part of its research on 
the employment requirements of Fedei'al Programs, re- 
viewed Federal aid for mass transit and selected the Massa- 
chusetts Bay Transportation Authority for a case study. 

INCOME INEQUALITY AND EMPLOYMENT. R D 
Monograph 66. Booklet. Department of Labor, Employ- 
ment and Training Administration. 1978. 60pp. ^ 

Source: DOL/ETA 

This monograph is a review; and analysis of over 50 re- 
search and development projects which have dealt with 
welfare recipients and the low-wage employed. The processv 
by which welfare recipients move into the ranks of the 
employed, and Ihe extent to wlmh this is accomplished as a 
result of training programs, ate examined. 

EXPLORING CAREERS. Handbook.^ Department of 
Labor, Bureau of Labor Statistics. 19,79. 550pp. $10.00 ea. 

Source: GPO S/N 029-001-02224-7. Also available from 
DOL/BLS. 

A career eidwcation* resource designed and written for junior 
high students; older students will find this book useful also. 
It can be used in classrooms, career resource centers and 
youth programs and is packaged to facilitate either group or 
individual use. Titles of individual ^chapters are: The World 



of Work and You, Industrial Production Occupations; 
Office Occupations; Service Occupations; Education Occu- 
pations; Sales Occupations; Construction Occupations; 
Transportation Occupations; Scientific and Technical Occu- 
pations;* Mechanics and Repairers; Health Occupations; 
Social Scientists; Social Service Occupations; Performing 
Arts, Design and Communications Occugfitions; Agricul- 
ture, Forestry, and Fishery Occupations. Exploring Careers 
/can be purchased as: A single volume, $10.00 ea.; 15 sepa- 
rate booklets, one for each chapter, SZTOO ea.; a set of 15 
booklets, $12.00 set, S/N 029-001-0222^-5. ' 

MEMO TO MATURE JOBSEEKERS. Pamphlet. Depart- 
ment of Labor, Employment and Training Administration. 
. Government Printing Office. 1980. * . " \ 

Source: DOL/ETA 

Provides suggestions for an effective job search. ^ 

A GUIDE TO COORDINATING CpTA/VO CATION AL 
EDUCATION LEGISLATION AFFECTING DISPLACED 
HOMEMAKER PROGRAMS, . Department of Labor, 
Women's Bureau. 1979. 38pp. . 

Source: DOL/WB 

PUBLICATIONS OF THE WOMEN'S BUREAU. Leaflet 
10. Department of Labor, Women's Bureau. 1979. 9pp. 

Source: DOL/WB 

A CAREER AS A CORRECTIONAL OFHCHR - AN% OP- 
PORTUNITY FOR A CHALLENGE. Announcement No. 
431. Leaflet. Office of Personnel Management, Staffing/; 
Services. 1979. / 
Source: OPM ' / 

INDEX TO INFORMATION. Quarterly Periodical. Office 
of Personnel Management, Library. ^ 

Source: OPM 

Provides a complete listing of information available from 
the Office of Personnel Management. 

NATIONAL CENTER FOR SERVICE LEARNING. Infor- 
mation Kit. 1979. $5.00 ea. 

Source: GPO S/N 056-000-00021-6 

The National Center f^?^ervice Learning was founded in 
1969 as the National Student Volunteer Program and is part 
of ACTION, the federal volunteer service agency. The 
Center provides free training programs, resource materials, 
and technical assistance to service learning and student vol- 
unteer programs in high schools and colleges across the 
country, and also conducts selected research studies on 
service leanung. Enclosed in .this kit is information on the 
publications mid resource materials, training activities, and 
consult^t services developed by the Center. • > 

CAREER PROHLES IN FORESTRY, CONSERVATION, 
ECOLOGY, ENVIRONMENT MANAGEMENT. Depart-^ 
ment of Agriculture, Forest Service. 1977. 1977. 13pp. ill. 
$0.90 ea. 

Source: GPO S/N pOl-001-00423-5 

SYNERGIST. Periodical. Action's National Center for 
Servke - Learning. $5.00/year. 

Source: GPO. Also available from ACTION. ' 

Three times a year the National Center for Service-Learn- 
ing publishes Synergist a 56 page technical journal for edu- 
cators who work with programs that integrate course work 
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' and community service. Synergist aims to demonstrate how 
servrce-leaming in generav innovative projects and pro- 
grants in particular, improve the quality of life for the least 
privileged members of society, and the quality of learning 
for all students. The 35,000 readers include secondary apd 
' post-secondary administrators andy teachers as well as those 
invoL^-d in social change activities in the United States and 
57 other countries* Indexes for Synergist are available for all 
years of publication as are reprints of selected articles. The 
Synergist and all NCSL resource' materials are free. Librar- 
ies and profit-making institutions must pay the subscription 
fee. < ' 

JOBS FOR WHICH APPRENTICESHIPS ARE AVAILA- 
BLE. Booklet. Department of Labor, Bureau of Labor Sta- 
tistics. 1976. Approx. 15pp. 

Source: DOL/BLS " / 

Lists occupations, qualifications and training; and employ- 
ment trends to 1985. 
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